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“Why d yuh get a Royal Portable 


for home practice?” 
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In “Magic” Margin, in keyboard, and con- 
trols, Royal Portable is just like the preferred 
Royal office machine. 

It’s truly the standard typewriter in portable 
size, and with practice at home you'll step up 
your word speed, cut down errors, prepare 
yourself for a better job after graduation. 
Note: Surveys show that girls who type 


prefer Royal 244 to 1 over any other make. 


YA) 


All these features, too! @ Speed-King Keyboard 
and high speed key action @ Finger-Flow Keys 
of nonglare plastic @ Finger Comfort Carriage 
Controls @ “Touch Control” @ Adjustable Paper 
Support @ Larger Cylinder Knobs @ Rapid 
Ribbon Changer @ Paper Lock Scale @ Picture 
Window Writing line visibility and full 9-inch 
writing line @ New Contour Case. 


World’s No. 1 Portable 


STANDARD e ELECTRIC ¢ PORTABLI 





Roytype Business Supplies 


“Magic” and “To 


“Because Royal is the standard 


typewriter in portable size!” 


registered trade-marks of Royal Typewriter Company, Inc 





Incidentally, the World's Portable Speed 
Championship was won on a Royal Portable. 
And did you also know that among typing 
teachers who recommend portables for home 
practice, Royal Portable is more often sug- 
gested than any other portable? 

Terms as low as $1.25 a week. Ask your 
Royal dealer about liberal trade-in allow- 
ance. Choice of two colors, gray or tan. 
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NEWS tHe Bic THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 





Ist: 


2nd: 


3rd: 


MAIL TODAY 


Made Especially to Simplify Your Carbon Paper Purchases 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 


Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. SEC 3 


Please send Free, without any obligation, samples as above to: 


PLEASE 


THANKS 











Firm____ a 
Street_____ cs lial . 
City State sik 
Signed i. i Title 
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Christmas Greetings 


F FOR SOME UNEXPLAINABLE reason you 
find that at this late date you are 
not yet imbued with the Christmas spirit, 
we guarantee that one look through our 
December issue will put you well on your 
way to becoming one of the most “Christ- 
mas spirited” people in your office. Just 
listen to some of the things this issue 
has to offer. 


“Toyland, Toyland . . .” 


Larry BRENNAN (yes, the same Larry 
Brennan that told us about Mel Allen’s 
secretary in September) has an interest- 
ing article on page 179 about the secre- 
tary to the publicity director at the Toy 
Guidance Council. As you might imagine, 
toys are just about the major interest of 
Larry’ S young Son; and, since Dad has 
caught a good case of his son’s enthu- 
siasm, Larry found this assignment espe- 
cially interesting. On days when he would 
visit our offices after a trip to Tov Guid- 
ance, Larry would have much information 
to impart on space ships, rocket pistols, 
footballs, toy trucks, etc. In fact, one 
snowy afternoon when we all had our 
noses deep in our typewriters, Larry 
stopped by on his way back from Tov 
Guidance. Quite gently he handed his 
completed article to our managing editor 
and then quite boldly shot her with a 
rocket pistol. Unaccustomed as she is to 
“Men from Mars” and such, our managing 
editor held up marvelously under the 
strain and, as a result, had little or no 
bad effects from the whole horrifying 
experience. But, as we said, besides con- 
tributing a fine piece of literature to our 
December issue, Larry Brennan had a 
lot of fun writing this article. We know 
youll get the same result from reading it 


Good Looks 


Have you “sic pores” planned for 
the Christmas holidays? We figured this 
would be the case, so on pages 199-201 
we present our “Holiday Highspots,” 
fashioned to meet your every holiday need 
and featuring party and _all-occasion 
dresses for our favorite secretary—you. 

And for those special holiday parties 
when you want to be your most glamorous 
self, we’ve an article on eye mi ike-up and 
how to apply it, on page 202. Please be 
sure to read the entire article before 
applying your eye make-up, for the author 
(Helen Whitcomb) has some very inter- 
esting things to say about eye health that 
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'WHETHER YOU FILE... Alphabetically, Numerically, Geographically, 
in amsifenlielly or by Subject Indexing, THERE IS A SMEAD SYSTEM 


(ALREADY TAILORED TO FIT YOUR NEED! 


| SMEAD manufactures 
over 3100 filing and 
stationery products. 





No. 155-12L 





Write our Dept. TS and state your 
problem — or see your dealer and 


specify SMEAD products. 





SMEAD can supply your every 
filing need. “IF YOU NEED IT 
| WE CAN FURNISH IT”. 


THE Gime MANUFACTURING CO.,INC.- HASTINGS, MINNESOTA 
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LONGER LIFE FOR FILE FOLDERS! 


with Dennison Reinforced Tab 


od 


Labels 













Save money! 
Get more use from 
your file folders. 
Dennison Reinforced 
File Folder Tab 
Labels do these 
three important jobs: 





Sturdy gummed backing strip gives folder tabs 
triple-ply strength for extra wear 


1. Reinforce new folder tabs as you label them. 
2. Make worn folder tabs as good as new. 
3. Give any tab long-lasting triple-strength for extra wear and tear 


EASY TO USE! Fit all % cut folders...In 8 colors for subject classification... 
Ready to use in easy-to-type, perforated strips... No ridges to catch on papers. 


For neater, stronger file folders that last longer, order Dennison 
Reinforced File Folder Tab Labels from your stationer today. 
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DQ emisow Framingham, Mass. 
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you'll want to make daily use of, even 
though you may want to save the make. 
up ideas for only special occasions, 


Outfit Your Office 


ON pace 188, you'll find another article 
by our flower-growing friend Jean Law. 
son, who authored the article, “How Does 
Your Garden Grow,” in our April issue. 
This month, Jean gives us florists’ tips on 
simple but clever Christmas decorations 
that you can make for your home or 
office. Jean is assistant editor of the maga- 
zine Flower Grower and really knows her 
philodendrons from her bromeliads, but 
this time she has given Nature the go-by 


.and has come up with a story featuring 


a group of Christmas trees the ax never 
cut. Youll enjoy reading “Christmas Trim- 
ming Tips. 


Shorthand Stories 


“Two BITS FOR SANTA,” by Loid Mi- 
chaels, appears on page 190 and is about 
a secretary who discovers there really is 
a Santa Claus—even in y 
friendly New York. 

And then, in “Time for Action,” Kaar 
Gorcy tells us about a young man who 
is taking a jewelry store’s receipts for 
the day to the bank when suddenly . . . 
But, we mustn't tell you the whole story. 
For that you'll have to turn to page 196. 


cold and un- 


From All of Us 


THe starr of Topays SECRETARY 
wishes each and every one of you your 
merriest Christmas ever. We hope that 
Santa will be very, very good to you; 
that there won't be even one lump of 
coal in your stocking; and, on the more 
serious side, that your lives will be en- 
riched with the peace and kindness of 
the beautiful Christmas season. 


Note to Shorthand Fans 


Know or any old shorthand classic— 
books, that ought to be 
preserved for posterity? If you do, identi- 
fy it for Floyd Hardin, P. O. Box 393, 
Denver 1, Colorado. 

Mr. Hardin is co-operating with the 
Microcard Foundation in building a per- 
manent file—on microcards—of materials 
that represent important landmarks in 
the history of shorthand and important 
sources for research study 


articles, ete. 


in shorthand. 

A “microcard” is a 5-by-3 card, one 
side of which is coated with light-sensi- 
tive emulsion. By a photographic process, 
it is possible to reprint as many as 100 
pages of a book on one card; a special 
“Microcard Reader” is used for reading 
the cards. 
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Ce etait cies 





You’re on your way to easier, 
better-looking typing when you 

switch on an IBM Electric. You'll turn out 
perfect work—and with so little effort! For demonstration 
or colorful, informative brochure, write International 
Business Machines, Dept. TS-4, 590 Madison Ave., 

New York 22, N. Y. 
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Now Ready... 


The New 
THIRD 
EDITION 


How to Use The 


CALCULATOR 


and The 


COMPTOMETER 


by James R. Meehan 
Hunter College, N.Y.C. 


e Emphasizes touch control 
in machine operation. 

e Expanded to 40 units and 
modernized to include more 
and better drill material on 
the latest equipment. 

e Techniques clearly shown 
in numerous illustrations. 





This new edition teaches the four 
fundamental machine operations. 
It has been refined to include: new 
problem material on extension and 
addition of invoices, preparing of 
inventories and payrolls, and care- 
fully selected addition exercises 
that advance in easy stages from 
the simple to the more difficult 
reaches. 

This flexible book is adaptable to 
any course length and to any de- 
sired level of class achievement. 
Write your nearest Gregg office to- 
day. 


GREGG 
Publishing 
Division 


McGraw-Hill Book Company, Inc. 


New York 36 330 W. 42nd St. 
Chicago 6....... 111 N. Canal St. 
Seam Francisco 4.............................. 68 Post St. 
Dallas 2....... 501 Elm St. 
Toronto 4 253 Spadina Rd. 


London W. C. 1 51 Russell Sq. 











ESSIE: Greetings good people! The 

fourth meeting of our secretarial 
clinic is just about to get underway; but, 
before we start, my five favorite experts 
have asked that I wish each and every 
one of you a Merry Christmas. And | 
should like to add my own good wishes 
that your Christmas season will be 
blessed with joy and happiness. 


Now oOuR FIRST PROBLEM this month, 
comes from a young lady in Oklahoma. 
I think Mrs. Strony is elected to answer 
this one; and, since it is quite long and 
involved, I will use the writer's actual 
words. They go like this: 

“The article in your June issue, about 
Foreign-Service secretaries, explained ex- 
actly what I intend to do some day in the 
future, but right now I have a problem! 
Upon graduating from college, I accepted 
a low-paying job because I did not have 
any experience. After two months on this 
job, however, I left to accept one that 
paid nearly $250 a month. I have been 
working here for two weeks and I like it 
very much. But along comes a letter from 
a girlfriend in California, telling me that 
she, too, wants to become an overseas 
secretary and that slte will be ready to go 
in about six months. She wants me to 
come to California and work there until 





she is ready to leave. I should like to do 
this, but I am afraid of what my work 
record will look like—two months here, a 
month there, off to California and a few 
months there before another change. 
After six years away at boarding 
schools, though, I am so used to being 
away from home that having an apart- 
ment with girls my own age really sounds 
like fun. But then, on the other hand, I 
am worried that it might be difficult for 
me to find a good-paying job in a strange 
town on such short notice. I just can’t 
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make up my mind what to do and would 
appreciate your advice.” 

Mrs. Strony: I would say that this 
young lady should stay where she is! She 
is correct in assuming that her employ- 





ment record will not look too well if she 
spends a month here and a month there, 
She likes her job, she likes her salary, and 
she does owe something to her present 
employer. I realize that the thought of 
sharing an apartment with her friend 
might be very appealing, but it may be 
that a like situation will present itself 
where she is now located. Yes, stay where 
you are is the best advice I can give. 


Tessie: Here is a question for Miss 
Hutchinson. A secretary in Illinois wants 
to know if it is necessary, when you are 
using the @ sign, to use the word each 
also. 

Miss Hutrcuinson: Although the word 
each is not absolutely necessary, never- 
thelesg it is often included to make the 
quotation of price unmistakeably clear. 
It is especially needed, for the sake of 
clarity, when other items are being quoted 
in different units, such as “per dozen,” 
or “per gross.” But, except in invoices or 
tabulated quotations, the word at should 
be spelled out instead of being expressed 
by the @ sign. 


Tessie: Mr. Swem, a_ secretary in 
Arizona, who is just new on her job, 
writes that her employer dictates in 
spurts. She wants to know what she 
should do when he is not dictating but 
just thinking. 

Mr. Swen: This little lady should join 
her employer and think, too—but quietly. 
She must be careful not to distract him. 
The best trick is to think how soon it will 
be before he begins dictating again, so 
that he will not catch her daydreaming 
when he finally starts. 
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EXPERTS 





wrong. 





Tesste: This question is addressed to 
Dr. Lloyd. The writer says that her 


brother’s typing teacher marks a strikeover 


Since she is allowed to make 
trikeovers in her office, she wonders 
vhy her brother should be penalized for 
iS 

Dr. Lioyp: Although they often do 
llow strikeovers in an office (when the 
trikeover is a good one like an e over 
c) it would be very bad for a person 
arning to type to develop the habit of 


striking over, for he would try to strike 


ver all his mistakes—and that isn’t pos- 
ible. So for now, better let your brother 


suffer through a good deal of erasing. 


Tessie: Dr. Rosenberg, a_ secretary 


fom New York says that all the notes 


written by her firm omit the words, “for 
ilue received.” She thinks these words 
thould appear on the notes, to denote 
wnsideration. Is she right? 

Dr. Rosenserc: No, Tessie, she is 
Consideration is presumed to 
ave been given for a negotiable instru- 


W ry 
wrong. 


ment; therefore, the use of such words 
s “for value received” may be omitted 
if desired. 





Tessie: Miss Hutchinson, a secretary in 
Minnesota writes us as follows: “In a 
compound sentence in which the clauses 
are joined by a semicolon that is followed 
by a longer co-ordinating conjunction, 
should there be a comma following the 
conjunction?” 

Hurcuinson: I would imagine that 
this young lady is referring to a sentence 
uch as this: “The cost of manufacturing 
the articles has increased; however, the 
ompany made a modest profit.” Al- 
though some authorities allow the omis- 
tion of the comma after however unless 
the word is to be emphasized, the pre- 
ferred style is to include it. This is the 
style I recommend. (turn page) 








GIRLS! 


why dig for 
typewriter 
paper? 








why lift the box top 
-- and “pinch” 
the sheets out? 









--ewhen EAGLE-A's 
"Hinge-Top" box 
lets you slide out 





the sheets you need! 
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. with these fine boxed papers: 


EAGLE-A COUPON (BOND) 


EAGLE-A AGAWAM (BOND, 
ONION SKIN) 


EAGLE-A CONTRACT (BOND) 
EAGLE-A ACCEPTANCE (BOND) 


EAGLE-A TROJAN (BOND, 
ONION SKIN, MANUSCRIPT COVER) 


EAGLE-A QUALITY (BOND, MANIFOLD) 


FREE! LETTER 
PLACEMENT GUIDE 


For secretaries, students! Slips into 
typewriter under your letterheads, 
helps you position letters perfectly. 
Write Dept. 2, American Writing 
Paper Corp., Holyoke, Mass... . 
Teachers: Guides for class use— 
write on school letterhead. 


(X\| BOXED TYPEWRITER PAPERS 
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Memington Bbc 


Room 2536, 315 Fourth Avenue, New York 10, N. Y. NAME 






typing station? 


Unusual, you say...but if suddenly you 
find your work going sm@other, faster, and 
easier you might agree that you’d been 
given a time-and-patience-saving gift! 

Saving your time and patience is just 
what Nylex Ribbon and Beautyrite Carbon 
Paper can do...and to perfection. With 
Nylex, each letter you type is sharper, 
clearer, and ribbon changing becomes a 
“once-in-a-blue-moon” chore. This em- 
bossed-like typing minimizes smudging and 
erases easily. And Beautyrite, the light- 
weight answer to heavier manifolding, gives 
you more good carbons than you ever 
dreamed possible... makes “double-typing” 
a thing of the past. Add Beautyrite’s host of 
typist aid features, such as the curved-cut 
corner, uncoated strip, uniform guide holes 
and treated back, and you have the ultimate 
in carbon paper convenience just as Nylex 
assures top ribbon performance. 

Yes, the Nylex and Beautyrite combina- 
tion is a great gift at any typing station! 


Free informative folders on Nylex and 
Beautyrite are yours for the asking! 


(] Please send Nylex Ribbon Folder, RSR 141. 


[) Please send Beautyrite Carbon Paper Folder, RSC 238. 
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TESSIE: for Mr. 
Swem. A young girl in Georgia says that 
che has just started to study shorthand 
and is a left-handed writer. She wonders 


Here’s a problem 


¢ she should try to write shorthand with 
her right hand or should stick to her left 
hand, which can 
mfortably. 

SwWeEM: ‘One of the greatest, fastest, 
and most accurate reporters that I know 
writes left-handed. It makes dizzy 
to watch him writing practically upside 


she use much more 


t 


me 


down, but can he write and read back his 


shorthand! There are many very success- 
ful left-handed writers; so, if this girl is 
naturally left-handed, 


the special co-ordinating facilities 


she should not 
waste 
that nature has planted in her left hand 
and which she, also, has helped to de- 
velop up to now. 

lesste: Mrs. Strony, here’s a problem 
secretary in North Dakota. She 
“I have a wonderful boss, but the 
girl who works with me 


this 


from a 
writes 


(she just started 


n J ume of year) for some reason 
seems to resent me. IT have been with our 
firm for a year, and she seems to be 





jealous of the fact that Ive been there 
longer than she has. Every morning she 
savs in sarcastic voice, “What are 
you doing here?’ I think she says it just 
to irk me. What should I do: ignore her 
ind make believe I don’t hear her insults, 


feel this 


a very 


or ask her what's making her 
wav?” 

SrrONY: This young lady has a difficult 
but interesting problem, lessie. The best 
procedure is to ignore the sarcastic re- 
marks of another employee. I know this 
will not be easy, but she should try it. 
The next time this annoying co-worker 
shows a jealous streak, this girl could 
also explain to her that more responsibility 
is given an employ ee after she knows the 
business. 

Also it should be suggested that some- 
one in authority in that firm have a brief 
talk with all new employees, as soon 
ifter they start work as possible, to out- 
line company policies for them and tell 
them about the job, about going to the 
more experienced stenographers for help, 
etc. And if the writer has any close con- 
tact with the schools from which her firm 
gets most of their employees, the business 
teachers would be interested in getting 
her criticisms, so that young girls still in 
school benefit the mistakes 
made by others. 

Lastly, I want to wish this girl the 


may from 





Now my hair stays put...all day! 


No more mussed-up hairdo’s for me! 
My Gray AUDOGRAPH is equipped 
with a Feathertone plastic earpiece that 
fits snugly and neatly... leaves one 
ear free for telephone calls and other 
important messages. Dictation is as 
clear as a bell, thanks to AUDOGRAPH’s 
remarkable tone control. 

You'll find that AupoGRAPH’s ex- 
clusive features take the drudgery out 
of dictation... give you more time 


aU OOGRAPH 


AUDOGRAPH «ales and service in 180 
U. S. cities. See your Classified Tele- 
phone Directory under ““Dictating Ma- 
chines.”” Canada: Northern Electric Com- 
pany, Ltd. Abroad: Westrex Corporation 


(Western Electric Company export affili- 
ate) in 35 countries. 


Dictation is easier—with AUDOGRAPH! 


to assume more responsibility. There’s 
the Electromatic Index that warns of 
approaching corrections and ends of 
messages with red and green lights; 
complete tone, volume and backspac- 
ing control. One recording disc holds 
an hour’s dictation, so there’s no fuss- 
ing with constant record changes. 
Drop the coupon in the mail. Find 
out how AUDOGRAPH can make you 
more valuable to your employer. 





The Gray Manufacturing Company 
Send me Booklet K-12 


“Manpower Starts with You!” 


NAME 











Hartiord 1, Conn, 














: . . . fudograph is made by The Gray 
jad best of luck in making friends with such | yparciscrasing Company established vinte vine 
a troublesome co-worker. 1891 originators of the Telephone f) 
. ‘ Pay Station. cry 
<eoad (Continued on page 218) cig eepectcdn ys: Rey eee oe § stad : 
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Coat by Leeds about $50 
at better stores. 








SHE'S NEW ON THE JOB BUT 


4 4 





From the first day she looked like a 
winner -—— poised and serene in clothes 
she chose carefully to be friendly to 
her and to each other. 





Her work is well-organized, too. Her 





boss is pleased with her neat, 
perfectly spaced letters...knows she 
can take on extra responsibilities 
because she's never bogged down 
re-typing imperfect work. 

HER SECRET? 

"I'm a value hound," she admits, "and 
Webster's Micrometric Carbon Paper had 
its own big ‘extra'...the scale edge 


that actually measures the number of 
typing lines on your page. It prevents 
running-over and keeps smudge off 
fingers, too. I wouldn't be without 
i. 

Only Webster's Micrometric Carbon 
Paper has the scale edge. 

Try it yourself! 











WEBSTER’S 


MULTIKOPY 


MICROMETRIC CARBON PAPERS 





17 Amherst Street, Cambridge 42, Mass. 
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BY LAWRENCE D. BRENNAN 


IFTING HIS GLANCE over the tiny rocket ship 

and peering through a gay snowy landscape within 
the transparent building blocks, Mel Helitzer viewed 
his secretary. It was apparent that she was very, very 
busy playing with some toys, and he hesitated to 
disturb her. 

“Yes, Mr. Helitzer,” said Shirley quietly, somehow 
sensing his need for assistance. Her long, slender 
fingers stiffened to hold secure a brightly painted 
locomotive propped on her typewriter. “Yes, Mr. 
Helitzer, did you want me to do something?” 

“A letter or two, Shirley. But let's hold dictation up 
a minute,” answered Mel, laying down his pen. “That 
Bubble Express is quite a gadget, isn’t it. Go ahead! 
Pull it around the office once or twice. You'll get a 
kick out of it, 1 know.” 

“Once. Just once,” said Shirley, her eyes shining as 
she placed the engine on the floor and caught up the 
towing cord. “This is the darndest thing I've ever seen 
in my life.” 

Without further hesitation, tall, dark-haired, earnest, 
top-flight secretary Shirley Alpert drew the Bubble 
Express about the office with all the intense enthusiasm 
of a youngster on Christmas morning. Her boss looked 
on—not merely with approval—but with a pleasure 
that matched her own. 


Fantastic? Mayse. But that’s routine for Shirley Al- 
pert. What a job she has! She plays with toys all year 


round and gets paid well for it. 
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Shirlev’s office is a model toy- 
shop, with toys of every descrip- 
tion lining the walls. Shirley and 
her boss, Mel Helitzer, take time 
out to investigate a kangaroo 
mama who carries Junior in her 


pouch, 





Sometimes its the Pony Sisters, sophisticated dolls 
with horsetail coiftures. Sometimes it’s a Terri Lee doll 
in a wedding gown. Often enough, Shirley is cocking a 
five-hundred-shot space gun or tuning in with her 
boss on some interplanetary space phones. Shirley’s 
desk is always piled high with toys. Her office is rigged 
up like a model toyshop, and she works in a building 
located in New York’s “Toy Canyon,” a stretch of 
Broadway just below the Macy-Gimbel line. Shirley 
Alpert, you see, is the secretary and assistant to the 
publicity director of Toy Guidance Council, Inc., an 
independent educational organization dedicated to 
the wholesome development of American children 
through intelligently planned toys. 


By NO MEANS a clock watcher, Shirley's toy playing 
goes far beyond the nine to five limits of a business 
day. Many an evening this secretary battles her way 
home through the New York subways, clutching a little 
bundle of frontier rifles, space helmets, magic flesh 
dolls, or backfiring Fords. An important axiom in Toy 
Guidance work is that whatever other merits a toy 
may possess, it must be—from first blush to final crush— 
whopping good fun. Shirley is noted in the toy industry 
as having the “gift” of telling when a toy is fun, but 
she insists that she owes that gift to the kids in the 
neighborhood. 

“Once I get home,” explains Shirley, “I just spread 
out the samples and watch the youngsters dig in. The 
kiddies and I have one thing in common—playing is our 
business. It’s a solid bargain all the way. They teach 
me how to play and I supply them with toys.” 

The kids have to go some to match Shirley's devo- 





tion to toys, for much of her zeal rises from her ardent 
convictions about the important mission of the Toy 
Guidance Council. Her immediate concern is helping 
her boss, Mr. Melvin Helitzer, bring to the attention 
of educators, toy dealers, and parents complete infor- 
mation on the activities of the Council. Naturally, this 
task brings her into intimate acquaintance with the 
many and varied phases of the Toy Guidance program. 

“As far as Toy Guidance and I are concerned,” says 
Shirley, “familiarity breeds contentment. I don’t know 
any other agency that does more to build the character 
of our younger generation.” 

The Council maintains a staff of child experts to 
study and classify new toys according to their potential 
for assisting in the mental, physical, social, and voca- 
tional development of children. Such toys as the 
Council approves are presented in The Toy Yearbook, 
the “social register” of toyland. Over 90 per cent of the 
major American toy manufacturers submit their wares 
for analysis. 

Like all high-level secretaries, Shirley gets her share 
of routine dictation, filing, telephoning, and miscel- 
laneous clerical chores. This routine work is exacting 
enough, and Shirley brings into play all of the com- 
mercial skills she learned at Midwood High School, 
Brooklyn, and at the College of the City of New York. 
In high school she was a secretarial major, and in 
college she specialized in advertising, taking her degree 
in Business Administration. All through college, Shirley 
was employed as a secretary in a large department 
store. She possesses a practical knowledge of retailing 
and an impeccable command of shorthand and typing. 


But also, like every other top-drawer secretary, 
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When Shirley and her boss want a child’s 
opinion on a new toy, they can usually find 
plenty of juvenile experts who are most 
eager to oblige. 


routine tasks are simply taken in stride, and the real 
demonstration of Shirley's merit occurs when she meets 
the unusual. Here, her boss will tell you, Shirley sup- 
plies that “something extra.” 


“THERE ARENT MANY Shirley Alperts in the business 
world. When Shirley walked into this office, I felt at 
once that she had the ‘touch’ for toys. I was convinced 
when I tossed her a brand-new ‘gimmick toy and 
watched her put it into operation. Above all, she knows 
how to follow a job through. And let me add, Shirley 
knows how to handle people. Personality and char- 
acter. That’s why we're using her on television. I miss 
my guess if we don't have another Kathi Norris or 
Margaret Arlen.” 

It’s in her capacity of being the right arm of publicity 
ace Mel Helitzer that the unusual in Shirley's day 
begins. When Shirley gets her stint of correspondence 
out of the way, catches up with her filing, and pro- 
grams the day's publicity activities, she pitches in 
with Mel and helps where she can. 

Mel whips together a publicity release and Shirley 
puts the story into final form. She sees the release 
through duplicating and distribution and then watches 
for it in the daily press. She does considerable writing 
herself on the job, but her composition is primarily 
objective descriptions of toys for periodical editors. 


A LARGE PART OF SHIRLEY’s DAY may be spent in dealing 
personally with editors, authors, or reporters who come 
to the model toyshop office for a story. So valuable is 
the Council as an impartial source of toy news that 
leading newspapers and press services make Toy 
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Amidst all her exciting work with toys, Shirley also has 
a goodly share of dictation and office routine. The “name- 
plate” on her boss’s lamp was Shirley’s idea. What could 
be more fitting than a nameplate of alphabet biocks! 


Shirley’s dealings with the television industry are 
many, though usually they are restricted to helping 
select toys to be used on the telecasts. But, in 
October, Shirley made her own TV debut when 
she appeared on the Merry Mailman program. 






















































Shirley often battles her way home through the sub- 
ways clutching a bundle of new toys. Children from 
blocks around come to help her “test” the toys. In 
her neighborhood Shirley rates next to Santa Claus. 


Guidance a regular beat for their reporters. Even more 
demanding than newspaper writers, in the way of 
follow-through co-operation, are the magazine editors. 
Last spring Collier's devoted the main feature article 
of one issue to the activities of Toy Guidance. The 
current Christmas issue of Charm carries a feature on 
toys, based largely on Council information. The results 
of another first-class research mission by Shirley may 
be seen in the current Christmas issue of Country 
Gentleman. It was Shirley who rounded up the out- 
standing rural ‘toys of the year for this article. She 
sat down at her desk, closed her eyes and imagined 
herself a farm child dreaming of Toyland. When she 
decided on what would best fire the fancy of such a 
child, she began to forage widely through manufac- 
turers’ catalogs, showrooms, and workshops. Testing, 
approving, and rejecting constantly, she assembled 
in due time a 1952 rural toy hit parade. 

Sometimes Shirley has the thrill of actually con- 
ceiving an article for some magazine writer. Even her 
boss, Mel Helitzer, has benefited from her imagination. 
Very soon, for example, an article will appear in 
Popular Science telling the nation’s toy inventors just 





















how they can most effectively market their ideas. Mel] 
Helitzer is the author of the article, but he gives Shirley 
full credit for the idea. It happened right on the 
job, too. 

One very much rushed afternoon at Toy Guidance, 
a bewildered toy inventor wandered into Mel's office, 
invention under arm. Although the office is in no way 
equipped to help such a visitor, Mel very generously 
listened and sent the man through some steps that later 
resulted in the adoption of the toy. Such assistance 
always uses up valuable time, and on this occasion Mel 
had to work several hours overtime to make up the loss. 

“Look,” said Shirley when the visitor left, “why don’t 
you write an article telling would-be inventors exactly 
what you told this man. I think that it would be an 
outstanding service to humanity; almost every other 
person I meet seems to have an idea for a new toy.” 

“An idea!” agreed Mel, and the article was written 


the next morning. 


Or ALI 


mands on the Toy Guidance information service, the 


THE COMMUNICATIONS MEDIA that make de- 


most interesting is television. So enormous are the 
demands made by video that Shirley is now taking a 
special course in telecasting. Mel and other members 
of the Council have been featured guests on most of 
the nation’s outstanding shows, and the demands for 
more appearances seem insatiable. Shirley herself 
made her TV debut on October 14, when she appeared 
on the Merry Mailman show. She has assisted in the 
preparation of toy exhibits for such shows as those of 
Milton Berle, Sid Caesar and Imogene Coca, Gary 
Moore, Faye Emerson, Kathi Norris, Margaret Arlen, 
and Dwight Cook. This past fall, Shirley had the 
delightful task of selecting the gimmick tovs featured 
on the Kate Smith program. Of course, this meant ex- 
plaining the toys to Kate from time to time. 

Incidentally, keeping track of all these television 
goings-on makes it imperative for Shirley to have a 
television set beside her desk. She tunes in whenever 
she wants to. 

An unexpected feature of the television industry's 
hankering for toy exhibits has been the discovery that 
toys make very arresting video stage props and model 
settings. Some of the most curious challenges to 
Shirley's ingenuity result from this peculiar adapt- 
ability of toys. The fertile minds of TV producers 
sometimes come up with ideas for toys that would 
make Rube Goldberg a piker. Often, however, these 
producers call for toys that have a specific and genuine 
character. Such were the Spanish dolls and the British 
Coldstream Guard dolls. Both types had to be of a 
peculiar size and had to have a very unusual facial 
expression. Nowhere could they be found ready made, 
and time was too short for a special order. Shirley 
did find, however, one type of doll that was the right 
size, another with the flashing eyes, and a third with 
the long tresses for the Spanish dancer. With a little 


(Continued on page 220) 
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\ talent show each November brings performers ranging 

















Sisters” 


to “Bing Crosby and the Andrew 


Bearing a striking resemblance to the husband and 
son of former-president Mrs. Floyd Kennedy, Santa 
Claus and his helper, Santa Junior, came from the 
North Pole to help the Legal Secretaries distribute gifts. 
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from Can-Can girls... 


Their Club is 
Really Alive! 


BY HELEN WATERMAN 


VERYBODY SHOWERS GIFTS on tots at Christ- 

mas, but few remember that twelve- to seventeen- 
year-olds also yearn hungrily for candy canes. Some 
fellows want new white shirts and some girls want 
pretty new blouses, so that when they go to church 
people can't tell that they live in a “Home” and not a 
home. This is one of the reasons why Legal Secretaries, 
one of the liveliest groups in San Diego, California, 
has made assisting the Boys’ and Girls’ Aid Society its 
very special project. 

But there are other reasons too—the happy glow 
members get out of doing it, the spark it adds to their 
meetings, the incentive it gives to their money-making 
activities. But don’t think for a moment that they let 
“do-gooding” stop their fun! The check they write out 
in December for Xmas gifts for the Home is financed 
by an annual pot-luck picnic, open to friends, fiances, 
and families, and spiced by such stunts as feeding your 
partner whipped cream—blindfolded. And the Christ- 
mas gift giving takes place at a gala party, with Santa 


Claus and all the trimmings. Then, each January, the 
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club takes over for one night the Globe Theatre, 
famous locally for top-level amateur Shakespearean 
theatricals. Money received in this way provides Y 
memberships for the youngsters just as school lets out. 
Besides furnishing money, the club also gathers used 
clothing for their “young people.” One of the favorite 
stories regarding the clothing drives goes something 
like this: 

One evening after the clothing chairlady had 
gathered up the usual pile of donations from the 
meeting room and gone home, she received a mys- 
terious midnight phone call. 

“Did you get that suit box that was near the win- 
dow?” said an anguished voice. 

- “Yes, thank you,” replied the sleepy chairlady. 

“Well, that was my new suit!” gasped the caller. 
“I can’t give it—not even to Legal Secretaries.” 


BuT WHILE a special project adds a driving purpose 
to the club's activities, the social, educational, and 
secretarial sides are neither ignored nor forgotten. 
Every fourth Monday, the secretaries meet at 5:30 
in a drawing room of the University Club for a social 
hour. Then they go upstairs for a $2.50 dinner and a 
program and business meeting that lasts until about 
9:30. One night recently, a twenty-minute figure- 
control and hula demonstration was followed by a legal 
spelling bee. Other meetings may feature a judge as 
speaker, a candlelight installation ceremony, or an 
airline's movie of vacation spots. Two members chip 
in each month to buy a door prize costing not more 
than $1. 


Each spring the secretaries hostess a banquet. 


“Bosses Night.” Each November guests are welcomed 
to their birthday partv and talent show. An active 
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bowling team and the compiling of their very own 
cookbook are only a few of the club’s side lines. 

Regular meetings are closed except to prospective 
members, who are invited to look and be looked over. 
Membership is restricted to law secretaries, so the 
turnover is high. Yet Virginia Caperton, the club’s first 
president twenty-one years ago, is still active. Thirty 
new members joined last year, furnishing “new blood” 
and five dollars apiece as dues. 

One of the earliest chapters, San Diego belongs to 
a state organization that includes over thirty other 
locals. Last May, fifteen members of the San Diego 
chapter flew to San Francisco to attend the state con- 
vention. Two years ago, Legal Secretaries also “went 
national.” San Diego has furnished two national 
officers: Louise Cord, in her second term as president; 
and Rhoda Valentine, the new treasurer. 

Even between meetings members work for the club. 
Last year the employment committee, without fee, 
filled eighty-two positions. Reporters and typists work 
late getting out Legalines, the eight-page monthly 
bulletin that covers conventions, club activities, the 
local courts, weddings, births, promotions, vacations. 
Clerical services volunteered by the club and _per- 
formed on call by individual members earned official 
commendation from Californias War Work Com- 
mittee. 


Tue secret of this club’s vitality seems to lie in three 
main factors: its special project, its number of 
“workers” (the usual elected officers, plus four direc- 
tors and thirteen active committees ), and its balance of 
social and self-improvement programs. Perhaps you 
will want to keep these factors in mind when you are 
making plans for your own club. 


Preparing for the pot-luck picnic, 
Alice Mund, chairman, helps 
Dorothy Pitts with the seasoning. 
while Mareta McKain consults 
the Legal Secretaries’ own recipe 


book, And They Can Cook, Too! 
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All About Sending Christmas Packages 


| pales YOU MAILED your Christmas pack- 
ages yet? If you’re sending them any 
great distance, it’s not too early, you know, 
when you consider the volume of mail the 
post office handles at this time of year. 

But, before you take that present for Aunt 
Millie to the post office, there are certain 
regulations that you may want to brush up 
on. These regulations apply not only to your 
own packages, but also to those you may 
have to send as part of your job. Even in 
large offices that have their own mailing de- 
partments, the secretary is often called upon 
to send out special packages, perhaps even 
wrapping and mailing them herself. 


MOST PACKAGES are mailed fourth-class-—that 
is, by parcel post. Nearly all those you are 
likely to handle will be sent this way, for 
parcel post is the commonest way to send 
packages. The principal things to keep in 
mind when preparing packages for shipment 
by mail are size, weight, and proper pack- 
aging and sealing. 

The size of your package should not ex- 
ceed 72 inches combined length and girth. 
For example, to see whether or not a rec- 
tangular parcel 25 by 12 by 10 inches is 
mailable, add 25 (the length) to 24 plus 20 
(the girth—-the distance around the parcel 
at its thickest part; that is, twice the width 
plus twice the height). In this case, the 
package measures 69 inches, well within the 
size limit. 

As to how heavy the packages can be, that 
depends on where you are sending it. For 
parcel post purposes, the United States is 
divided into eight zones. Better check at the 
post office to see what zone your package is 
going to. Forty pounds is the maximum in 
the first two zones, but 20 is the limit in the 
third to eighth zones. In general, if your 
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package is traveling more than 150 miles, 
it must be kept under 20 pounds. But, in 
any case, check with the post office to be sure 
you are not exceeding the weight limit. 


IT SHOULD BE OBVIOUS, of course, that packages 
going through the mail must be securely 
wrapped. Remember that your package will 
probably be transported in a mail sack at 
the bottom of a heap of other mail sacks. 
Many articles are damaged in transit simply 
because the sender did not consider the 
conditions to which they would be subjected 
in the ordinary course of handling. For safest 
results, use as a container a strong corru- 
gated box and pack it full enough to with- 
stand crushing, yet not so full that it may 
burst under pressure. Strong twine is usually 
better than gummed tape for securing the 
wrapping. 

If your package contains breakables, mark 
it “Fragile” and pack it with extra care. Be 
sure to use plenty of cushioning material— 
excelsior or shredded paper. 


CONTRARY TO POPULAR OPINION, you may seal 
parcel post mail—if you use a printed label 
reading, “Merchandise—-Fourth Class Mail” 
and “Postmaster: This parcel may be opened 
for postal inspection if necessary.” If a sealed 
package is not marked in this way, or if it 
contains writing (other than a Christmas 
gift card or similar greeting), it will be 
treated as first-class and the postage due 
will be collected on delivery. 

If you wish to send a letter with your 
package, attach it securely to the top of the 
parcel (put name and address on both wrap- 
per and envelope) and stamp the letter as 
you would if sending it separately. Postage 
for the package goes on the wrapper. 

(Continued on page 216) 





Some Suggestions 


for Using 


Your 





DIRECT-VIEW COPYHOLDER 


Big. BH. PRESTON 


\ copvholder does lots of favors for you. It makes you sit up straight, 


so you look better and feel better. It cuts out the ache of fatigue 


in your eyes and in the muscles of your neck and shoulders. It helps 


you boost production —and your pay —if you use tl right. 


BF YOU ARE-ONE of the manv 
thousands of keyboard artists 
who have a modern direct-view 
copyholder, you should thank your 
lucky stars and bless the person 
who must have chatted with your 
Mir. Boss. ; 
Yes, there must have been such a 
chat. Few businessmen realize that 
a day's typing can, and often does, 
bring .neck strain, shoulder ache. 
and blurring eye fatigue. Someone 
has to tell them—might be a suc- 
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Table-Top copying 
strains your neck 
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cessful office manager, might be an 
“efficiency expert,’ might even be 
you. 

And someone has to tell Mr. Boss, 
too, that there is a device that 
eliminates said neck strain, etc. A 
copyholder. Just a modest device 
that holds the copy where the 
typist can see it without head 
twisting. 

Just a modest device, but one 
that is so effective in reducing 
fatigue that it results (studies prove 


on —— 
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this) in Miss Typisis getting out 15 
per cent more work without push- 
ing harder, working 
torturing her neck and eyes. How 
much is 15 per cent of your salary? 
That's how much your copyholder 
is worth to your Mr. Boss. 


longer, or 


Irs wortH that much, that is, if 
vou, the typist, use it right and get 
the most out of it. 

My first suggestion is an elemen- 
tary one: Use your copyholder for 
everything you can—which is almost 
everything you have to type. Use it 
to hold your shorthand notebook, 
to hold the form letters you copy, 
to help you keep your eyes on the 
line of writing on a fine-print legal 
document or a complicated table, 


to hold the circulars and catalogue 
pages you are copying. 

Use it whether you are copying 
one paragraph or a 20-page report. 
It takes only a second to lift the 
clamp and slide the copy into place, 
and that second is well invested: 
minutes of 
good, upright, neck-saving posture 
and clear vision; and those minutes 
add up in a long day’s work. Be- 
sides, once you have the line guide 
in place, you can find your place 
instantly after any _ interruption 
without searching and rereading. 


It brings you many 


A SECOND SUGGESTION grows out of a 
misunderstanding that has come 
from the name of one popular make 


of direct-view copyholder, the 


On a direct-view copyholder like this Remington-Rand 


“Line-a-Time,” the Copy Clamp (A) holds the copy against 
the elevator (up and down) part of the device. When vou 
press the Operating Lever (C), the elevator rises. 


bringing another line or two of copy above the Line 


Guide (B), which helps you keep your place and holds 
the copy snugly at the same time. 


Illustrations courtesy Rem Rand 











TODAY’S SECRETARY e December, 1952 





“« 


Line-a-Time.” That name suggests 
that you use the operating lever 
(which raises the copy and brings 
the next line into sight) for each 
line of copy. 

It is true that you can use the 
lever for each line, and it is true 
that there are many occasions when 
you do use the copyholder in that 
way—when copying very difficult 
matter, technical copy, tabulations, 
legal documents, and so on. 

But it is also true that expert 
typists “flash” the lever (by press- 
ing it several times in rapid succes- 
sion or by adjusting the variable 
spacer for six or eight lines) when 
they are copying ordinary straight 
matter. By flashing the lever, you 
can raise the copy several lines at 


Zigzag focusing is 


a strain on the eyes 


LP a 





a time—a whole paragraph is the 
common flash of experts, so that 
they can copy the entire paragraph 
without moving the right hand from 
the keyboard to the operating lever. 

This “flash” idea is particularly 
helpful when you are copying some- 
thing in rough-draft form, for when 
typing rough drafts you often need 
to view a number of lines at one 
time. In this connection, it would 
be wise to urge Mr. Boss, or who- 


‘ever makes your rough drafts, to 


write corrections above the place 
where they are to be _ inserted. 
Doing so speeds up your job. 


A THIRD SUGGESTION grows out of 
the fact that you (and every office 
typist) have many form letters that 
you use from time to time. Keep 
your model form letters in a loose- 
leaf notebook. Number them, and 
see that both you and Mr. Boss 
have an index to the numbers, so 

(Continued on page 221) 


187 











Wide Ribbon, zigzagged back and 
forth into a tree shape and fastened 
to the wall with tape (the kind that’s 
sticky on both sides is best), makes 
a striking tree that requires little 
time or materials. 





Wire Coat Hangers, arranged in a 
pyramid and wired together, can be 
decorated with Christmas cards. 
Hang the frame by the hook of the 
top hanger and tie cards on in over- 
lapping rows. If you have enough 
cards you might cover both sides of 
your “tree” and hang the display 
from the ceiling. 
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Green Felt, cut in tree shape, can be 
pure whimsey. Fasten it on the wall 
and decorate it with whatever is 
novel. We like red felt cut in horie 
zontal scallops and edged with white 
cotton fringe. 
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A Cone of Chicken Wire makes a 
base for a very charming table tree. 
Fill the cone with damp Sphagnum 
moss—it costs only a few cents and 
will provide moisture for greens. 
Force evergreen branches through 
the wire into the moss and add small 


Christmas ornaments attached to 
wires. 
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LAWSON 


A Bare Branch, set firmly on a 
needle-point flower holder and hung 
with baubles, makes a tree for a 
modern setting. Try a green branch 
with silver and chartreuse balls, or 
white with blue and silver. 





Wire Mesh, cut the shape of a tree, 
or chicken wire fastened to a tree- 
shaped wire frame (made from a 
reshaped coat hanger) provides a 
base for a more realistic tree. Fasten 
securely to wall or door and push 
evergreen branches into the _ holes, 
using short pieces at top, longer ones 
toward bottom. 
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TS CHRISTMAS—hbeautiful season of joy and hope 
| and holiness. And at the office the holiday-borne 
camaraderie invades even the busiest corner. Bits of 
red and green trimmings start to sprout all over, and 
the fervor of Christmas decorating is here. Your 
Christmas decorations needn’t be overly complicated 
or expensive. Below are a few ideas you may want to 
consider to make your office or home the prettiest 
spot of the Season. 


BUT BEFORE YOU BEGIN any decorating, remember that 
the most effective trimmings are related by a common 
theme—a repeated color, material, or motif. They are 
marked by simplicity, with a reason for the smallest 
item used. Better one or two big and important ar- 
rangements than several vague, skimpy designs. What- 
ever you fashion should be durable and should be 
placed out of the main line of traffic. Insecure trees 
and overhead arrangements hung too low are annoying 
and (Perhaps you've heard of the 
important six-foot customer who became entangled in 


embarrassing. 


the “overhead” decorations! ) Another note of caution— 
keep your efforts in tune with office decor and decorum. 
The bizarre and the very feminine are as out of place 
as disrupted routine and excessive frivolity. 


CHRISTMAS DECORATING means a tree to most people, 
so this is usually the starting point. If funds are low 
or space limited, or if you'd just like something different 
this year, there are countless substitutes for the tradi- 
tional fir. Some of those suggested here can be fastened 
to a wall or door. 

For ornaments, you might use one of the new spray- 
on synthetic snows, whipped up soap suds, candy (try 
stringing Lifesavers together with colored tape), even 
such office objects as short grease pencils, colorful 
labels, paper clips and typewriter erasers, touched 
with glitter or tied with tiny red ribbons. Imagination 
and ingenuity are more important here than expensive 
materials. 


YOUR PRETTIEST GREETING CARDS can become part of 
the trimmings, too. Hang a swag of red “fish net” 
(obtainable in any drapery or curtain shop) against 
a wall, fastening it with cellophane tape and attaching 
clusters of shiny balls. Use paper clips or pins to hold 
cards and sprigs of holly or mistletoe in place. This 
could be a colorful background for a green tree. 

Or, if your office is modern, make an abstract design 
of narrow and wide ribbon on a wall, using tape (the 
kind that’s sticky on both sides) to hold the ribbon 
in place. Punctuate each intersection with Christmas 
balls, using different sizes. Then tuck in lightweight 
evergreen boughs here and there under the ribbon to 
complete the design. You may also want to clip on a 
few greeting cards for added color. Just remember, in 
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creating your design, that it is advisable to have one 
center of interest and then let the branches and orna- 
ments radiate from that. Observing this pointer will 
give your decorations quite a “professional” touch. 


SOME OF THE SIMPLEsT and most effective Christmas 
decorations can be fashioned in offices with large win- 
dows. Jack Frost himself couldn’t make prettier pat- 
terns than the secretary who swabs her window with 
beer, then throws epsom salts on the wet glass. If you 
prefer shooting stars to frost, try dangling eight-inch 
balls of plastic straws at different heights across the 
windows. 

Giant snowflakes, drifted across a dark wall, can 
either be cut by nimble scissors or bought ready-made 
of plastic foam or fiber glass. The latter flakes are 
three-dimensional and large enough to have marooned 
Paul Bunyan. Use the doubly-sticky tape to hang 
these flakes. 


CHRISTMAS STOCKINGS for each staff member are often 
fun. For something different, use plastic sock stretchers 
and gold colored wire-mesh scouring pads. Remove 
the clamps that hold the pads together, unroll, and 
draw the glittering mesh over the sock form. This 
makes the prettiest Christmas stocking old Santa ever 
filled. 

Have you often eyed the beautifully decorated door 
wreaths and known that they were far beyond your 
budget? Then you might try adding your own decor to 
a plain green wreath. Wire the ornaments, cones, 
berries, or other embellishments into a crescent shape, 
thicker toward the middle, with perhaps three big 
objects as a center of interest. Then wire the design 
to the wreath, the heavier part low on one side. And 
add a big red bow! 


A sHADOW BOXx with a Christmas snow scene is a 
most impressive decoration, and it is not difficult to 
make—if you have a large picture frame to start with. 
The scene is actually a silhouette, with hills of snow 
cut from sheets of plastic foam (this is also known 
as floral foam or Styrafoam, available at dime stores 
and florists) and fitted into the bottom of the frame. 
The pieces can be held together with tane. pins. or 
toothpicks. Just punch the toothpicks right into the 
foam and press the next layer or piece right on ton of 
the other end of the toothpick. Branches of evergreens, 
and cones and berries are then inserted in the plastic 
to represent trees and shrubs. Santa and his reindeer, 
a boy bringing home the Christmas tree, or other 
figures complete the scene. 

A large mitten of red fabric and white fur makes an 
unusual door ornament. Cut plastic foam to fit, and 
use it to fill the mitten. The foam serves a dual purpose 
—it gives the mitten body and provides a holder for the 
evergreens you may wish to arrange in the fur cuff. 
Just poke the branches into the foam and they will 
stay in place. 
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Just Teasers 


BY E. LILLIAN HUTCHINSON 





IS IT “IS” OR “ARE”? 
Choose the correct verb (“is” or “are”) to be 
inserted in each blank space. 


1. Both the refrigerator and the deep freeze 
in excellent condition, 


2. There four callers in the reception room 

3. Some of the desks to be replaced 

4. Either Monday or Tuesday - convenient 
for me, ; 

5. The report, together with both supple ments, 

to be placed in a binder. 

6. The proceeds from the play ——--- to be used 
for the dance. 

7. The $5,000 just rece ived - for the endow- 


ment fund. 


8. Each of the words a to be defined. 


9. Three-fourths of our employees local 
residents. 
10. At least half the milk spilled 





GOING TO SEED 


Can you spot the words that are misspelled here? 


# precede 

2... supe rcet d 

3. intercede 

4. seed (the grains 


of plants) 
5. succeed 
6. receed 
7. exceed 
8. cede (to assign) 
9. sesede 


10. pi « ede 


HYPHENS OR NO? 


Which of these compounds are incorrectly 


formed? 


1. a well-known street 

2. a brightly-lighted window 
3. an over-ripe peach 

4. a self-addressed envelope 
5. thirty two autos 

6. a plan that is up-to-date 

7. a Central-American country 
8. the 5- and 10-cent store 

9. pre-election promises 


10. a two-way street 





CHOOSING THE RIGHT WORD 


Which of the words or phrases that follow each 
of these sentences is nearest in meaning to the 
italicized word in that sentence? 

1. Her reply to his question was most perfunctory. 


a) secretive, b) exhaustive, c) mechanical, 
d) insolent 


2. Mr. Garland’s colleague summarized the case for 
us. (da) employee, (b) rival, (Cc) club president, 
d) associate 

3. There was a serious discrepancy in the records 


(a) allowance, (b) disagreement, (c) addition, 
(d) mistake 

4. The suggestion that he is fitted for the job is lu- 
dicrous. (a) imposing, (b) ridiculous, (c) irre- 
sponsible, (d) indefinite 

5. The new shop is proving to be a formidable com. 
petitor. (a) alert, (b) critical, (c) un-co-opera- 
tive, (d) menacing 

6. Do not procrastinate longer if you expect to win. 
(a) delay, (b) criticize, (c) daydream, (d) rebel 





ACCENT CHANGES THE MEANING 


The following pairs of definitions define words 
that are spelled exactly alike but are accented 
differently. Can you name the words? Example: 
(a) To cast forward. (b) A planned undertaking 
Answer: (a) Pro-ject’. (b) Proj’-ect. 
1. (a) sixtv seconds, (b) very small 
2. (a) to exhibit, (b) that which is brought forth 
3 a) a written account of facts, (b) to commit to 
writing 
4. (a) a struggle for superiority, (b) to make a sube 
ject of dispute 
5 a) to draw out, (b) a quotation 
6 a) an aim, (b) to disapprove 
7. (a) an arid region, (b) to abandon 
8. (a) movement forward, (b) to advance 
9. (a) one who resists the authority of his ruler, 
b) to make resistance 
10. (a) away from a place, (b) to withdraw. oneself 


to a distance Key to teasers on page 219 
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Annual OGA Contest 
Opens this Month 





Conducted by FLORENCE ELAINE ULRICH ; 


a 
Director of Gregg Awards Oy 









Hiow well can vou write this? V4 





Copy for December OGA Membership Test and 


CONTEST ENTRY 
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LLUSTRATED HERE are a fey 
i i the beautiful prizes you can 

win in the great International 
Shorthand Writing Contest sponsored 
by the Order of Gregg Artists. One 
of these prizes might well be vours 
for as little as ten minutes’ practice 
a day on improving your shorthand 
outlines. 

Haven't you wished, as you read 
the shorthand — story plates in this 
magazine, that your notes were as 
beautiful, as easy to read? You can 
learn to write just as well, And _ this 
practice for developing a fluent, ac 
curate writing stvle is great fun. 

I recall the first OGA Contest |] 
entered as a student. Reams and reams 
of the best paper I could buy were 
used while striving for a perfect spec 
men. I didn’t know then that a per 
tect plate of shorthand wasn't re 
quired; that it was necessary” only 
to write the majoritv of outlines cor 
rectly and fluently! I confess to be 
coming more and more discouraged as 
sheet after sheet floated into the 
wastebasket and _ still there wasn’t a 
perfect specimen! 

The hands of the clock pointed to 
the wee hours of the morning, when 
a sleeps voice asked: “Sav, sis, when 
are vou going to bed?” and I decided 
to stop. The notes looked better th 
next morning. So, choosing one that 
appeared to be the best, I sent it to 
the Contest Committee. The prize | 
won had not been offered in the list 
of awards — it was my job! 


OTHER YOUNG Writers, also, have ob 
tained good positions or promotions 
as a result of winning a place in the 
OGA Contest. Colin Miller, a voung 
student of reporting, took top honors 
in the OGA Contest one vear. A gir] 
he had known saw his name in the 
list of award winners in The Gregg 
Writer (the predecessor of Topay’s 
SECRETARY) and, because she knew 
of a reporting position open in hei 
court, recommended him. “I have a 
grand position with a wonderful 
salarv.” he wrote later, telling us of 
his good fortune. 

Now it may be your turn to win 
not only a beautiful award in this 
Contest but a promotion worthy of 
vour skill through recognition merited 
in this Contest. So whv not take the 
Contest Copy on this page and 
practice it until your specimen repre 
sents vour very best stvle? 

You have plenty of time to practice 
between now and the closing date 
March 2, 1953. Use good paper, pen 
and ink, or a well-sharpened pencil 
and sit comfortably at vour desk 
Write fluently, swiftly, and as accur 
ately as vou can. Study the form of the 
outline before starting to write it 
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Your Contest entry may 
win one of these out- 


standing prizes. 


then execute it with a light, free writ 
ing-motion. Do not draw the outlines; 
for fluency and best result, write them 


at vour normal speed. 


Now READ ABOUT THE PRIZES, the Con 
test rules. and the Contest copy. Chen 
set apart ten minutes each day tor 
practice for the improvement of vour 
shorthand penmanship. This practice, 
between now and March 2, to increase 
shorthand fluency and accuracy may 
making 


play an important part in 


° E>) 
vour career more successful in 1953. 


CONTEST RULES 
AND PRIZES 


PRIZES will be 


and individual effort. 


warded for both team 


fen or more entries from one school 
“team.” If there 
ire not ten entries, the papers are still 
eligible for individual prizes. ) 


constitute a S< 100] 


Che Gr ind School Prize, a be iutiful 
silver loving up, goes to the team making 
the highest score of all three school di 
visions of the OGA Contest; and a $100 
U. S. Savings Bond will be awarded to 
the teacher or group of teachers entering 


the winning team. 


Division Prizes 

Scho | teams will he entered in their 
respective school divisions: High School 
and Coll Oe Division, Private School Di- 
vision, or Parochial School Division. 


awarded in each 


The prizes to he 


division are as follows: 


First Place. First-Prize Trophy Cup 
to the winning team, and a $25 U. $ 
Savings Bond to the teacher or g1 Up 


of teachers ente ring the team. 





Second Place sé 


md-Prize OGA Ban 
ner to the winning team, and a “Swee p 
ster” Pocket Watch to the teacher or 


1 
teachers. 


Third Place. Third-Prize OGA Banner 
to the winning team, and a Fountain 
Pen Desk Set to the teacher or teachers. 

If more than one teacher is repre- 
sented in a team, the cash prize will be 
divided equally. School cups are to be 
held by the school for one vear only. 
Anv school winning a cup three times, 
however, retains it permanently.) 


Next Five Places. Prize-School Banner 
to the winning teams, and a vear’s sub 
scription to Topay’s SrecreTARY to the 


teacher or teachers. 


Next Fifty Places (all divisions): Prize- 
School Banner to the winning teams, and 
a Blue and Gold Enamel OGA Pin to 
the teacher or teachers. 


Honorable Mention Certificates will be 
warded to teams with a score of 50 or 
better. as follows: Gold Seal. score of 
70 or better Red Seal, score t 60 or 
better Blu Seal score ot 50 Or better: 
and a gold OGA Pin will be awarded to 
the teacher or te¢ <hiers. 


Everv team entered in the Contest 
will be considered for the Grand Prize, 
but the team that wins i’ is automatic ally 
taken out of competition for the First- 
Prize Trophy in its respective school 


division. 


Individual Prizes 


The Individual Grand-Prize silver lov- 
ing cup and a Gold and Enamel OGA 
Pin will be awarded to the writer of the 
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best specimen receive d in the Contest. 
Winning this event automatically bars 
the winner from competition for first 
place in his respective division. 

All shorthand writers, except winners 
of first place in any previous OGA Con- 
test, are eligible to compete for the 
Individual Prizes, and every Contest spec- 
imen will automatically be put into 
ompetition for the Individual Grand 
Prize 

Individual specimens will be classified 
iccording to the status of the writer, as 
follows: (1) Teacher, (2) Student, (3) 
Ste nographe - Shorthand 
Reporter. Identi al prizes will be awarded 
in each of the Individual Divisions: 


Secretary, or 


First Place. Small Silver Loving Cup 
(a permanent award 

Second Place. ~ Sweepster Pocket 
Watch 

Third Place. Esterbrook Fountain Pen 
Desk Set. 


Next Ten Places ( Ops ~f Hutchin- 
son's Standard Handbook for Secretaries, 


with winner's name imprinted on cover. 


All Specimens rating Honorable Men- 
tion will receive the Gold OGA Pin. 


Rating of Specimens 


Notes are rated on fluency of writing; 
eorrect formation of curve Ss, blends, and 
other characters; proportion in the length 
of strokes and size of circles; and on fa- 
cility In joinings. 

(Continued on page 216) 
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Youll capture compliments galore 
when you wear this gleaming silk taf- 
feta shantung dress to your special 
Christmas parties. Designed by Jona- 
than Logan, it features a flattering 
boat neckline, push-up sleeves, and a 
softly flared skirt that’s made for danc- 
ing. In ruby red, turquoise, royal, 
gold, beige. Sizes 7 to 15; $17.95. At 
Best & Co., New York; The J. L. Hud- 


son Co., Detroit; and Foley's, Houston. 
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For You 








Proper enough for the office party, pretty enough 
for New Year's is this taffeta dress with 

built-up midriff and whirling, gypsy tuck-pleated 
skirt. Style 27111. In black, brown, navy. 

Sizes 10 to 18: $18. For stores near you, write 


Henry Rosenfeld, 498 7th Avenue, New York. 





You'll be off to Aunt Sue’s for Christmas dinner in this 
checked wool and rayon dress with braid trim. Style 
2357. In brown or gray. Sizes 12 to 20; $17.95. If 

you can’t find this style at your favorite store, write to 
Dorothy Hubbs, Dept. TS, 1400 Broadway, New York 18. 
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Holiday 
Highspots 


The Christmas season, filled with its parties and 
gala social events, often requires a few additions 
to your wardrobe. To help you star at these fes- 
tivities, we've gathered together a group of fash- 
ions suitable for everything from your club’s 
Christmas social to the office party and the New 
Year’s Eve dance. Each is designed for a good 
time; each is designed to make you a pretty 
Christmas belle. 
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Remove the jacket of this Betty Barclay 
two-piece date dress, and you have a 
halter-style top with a lace-trimmed 
midriff that gives you a wee-waist look. 
You can dance the New Year in 





Candlelight service, club party, or 
Christmas caroling—this dress fills 
the bill. It’s wool jersey. with 

a taffeta-lined skirt and cinch belt. 


Style £3250. In gold, rose, powder blue, 


aqua, or Beige. Sizes 9 to 17, 10 to 


18: $22.95. Write R & K Dress 


Company, 1400 Broadway, New York 18. 


































es 


. wearing this yarn-dyed taffeta dress with 


waist-length sleeveless jacket. You'll ‘ 
like its full skirt, lace trim. and $15 price. ( 


In navy only, sizes 7 to 15. Betty Barclay Jrs., 
1407 Broadway, New York. 


For your trim-the-tree party, you'll want this 
striped jersey blouse with bound scoop neck 
and gay sleeve points by Lotte of Drewyn. 
In brown- or gray-and-white striped wool jersey, 
sizes 10 to 16: $14.95. Write Drewyn. Ltd 
1400 Broadway, New York, for stores near you. 






























Proper enough for the office party, pretty enough 
for New Year’s is this taffeta dress with 

built-up midriff and whirling, gypsy tuck-pleated 
skirt. Style 27111. In black, brown, navy. 

Sizes 10 to 18: $18. For stores near you, write 


Henry Rosenfeld, 498 7th Avenue, New York. 





£357. In brown or gray. Sizes 12 to 20; $17.95. If 
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You'll be off to Aunt Sue’s for Christmas dinner in this 
checked wool and rayon dress with braid trim. Style 


you can’t find this style at your favorite store, write to 
Dorothy Hubbs, Dept. TS, 1400 Broadway, New York 18. 





Holiday 
Highspots 


The Christmas season, filled with its parties and 
gala social events, often requires a few additions 
to your wardrobe. To help you star at these fes- 
tivities, we've gathered together a group of fash- 
ions suitable for everything from your club's 
Christmas social to the office party and the New 
Year's Eve dance. Each is designed for a good 
time; each is designed to make you a pretty 
Christmas belle. 



































i temove the jacket of this Betty Barclay 
two-piece date dress, and you have a 
— halter-style top with a lace-trimmed 


midriff that gives you a wee-waist look. 
You can dance the New Year in 


* 


- and 
tions 
» fes- 
fash- 
lub’s 
New 
good 


retty 


7% 





. wearing this yarn-dyed taffeta dress with 
waist-length sleeveless jacket. You'll : 
like its full skirt, lace trim. and $15 price. ( 
In navy only, sizes 7 to 15. Betty Barclay Jrs., 

1407 Broadway, New York. 


a 
ia 
'Z 
- 
— 





Candlelight service, club party, or 
Christmas caroling—this dress fills 
the bill. It’s wool jersey. with 

a taffeta-lined skirt and cinch belt. 
Style £3250. In gold, rose, powder blue, 
aqua, or Beige. Sizes 9 to 17, 10 to 

18: $22.95. Write R & K Dress 
Company, 1400 Broadway, New York 18. 






For your trim-the-tree party, you'll want this 
striped jersey blouse with bound scoop neck 
and gay sleeve points by Lotte of Drewyn. 
In brown- or gray-and-white striped wool jersey, 
sizes 10 to 16: $] 1.95. Write Drewyn. Ltd. 
1400 Broadway, New York, for stores near you. 
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BY HELEN W HITCOf 


wire THAT GIRL with the bright, sparkling | 





eyes? Is she you? If not, she ought to be. Bright, m 
alluring eyes are the most beautiful feature a woman if 
can have. Sometimes it takes a bit of pampering to cl 
bring out their full beauty, but alwavs it’s well worth a 

If your eyebrows are too light or too sparse, you the effort ‘ 
can emphasize them with a bit of eyebrow pencil. b 
Using short, feather-light strokes, apply a bit of Eyr BEAUTY, you know, starts with good eve health. | 

pencil to the hairs of the brow, not the skin. Secretaries are particularly susceptible to evestrain | t] 


what with so much typing and proofreading (and n 
squinting caused by those occasional skiddy shorthand | 


puzzlers, maybe). Check your daily quota of Vitamin 


A. Bathe your eyes or treat them to eve drops whenever | 
dust, glare, or undue eyestrain bothers them. And, n 
for the sake of your eves, don't let yourself be lured into € 
reading on buses or bouncy trains. Another cause of t 
eyestrain is poor light. Never read where there is not " 
sufficient light. And remember that correct lighting ( 
comes from behind your left shoulder. \ 


Photos courtesy of Revion Products Corp. 


Too little, rather than too much, is the rule with 
eye shadow. Apply just a hint of color. 

starting from the center of the lid just above 

the lashes and blending to the corner and up and 
out toward the temple. Then blot with powder. 





In applying mascara, avoid getting brush too 

wet or it will pick up too much mascara. Brush 

upper lashes from roots to tips. using an upward and 
outward stroke; lower lashes need only a whisk 

of mascara, with most emphasis at the corners. <td | 
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Whenever you are reading for long periods of time, 
make it a point to glance up frequently and look as far 
ff as possible. One of my favorite eye relaxers is to 
close my eyes and look at “black.” Imagine yourself in 
a lightless room that is draped in black velvet, and 
keep your eyes closed for about three minutes. You'll 
be surprised at how refreshed they'll feel. 

Healthy, happy eves are always pretty eyes. But 
there are a few things you can do to frame your eyes 
more attractively—to present a prettier picture for your 
public. 


Lers START WITH EYEBROWS. Eyebrows are the excla- 
mation marks of vour face. They add so much to the 
expressiveness of your features. Point Number One in 
the care and tending of eyebrows is, Keep them in 
place. This means brushing them regularly and 
combing stragglers into line every time you comb 
your hair. 

Point Number Two is, Create a smooth, clean, 
natural arch. If vour evebrows tend to do a John L. 
Lewis on you, a little tweezing is called for. Remove 
only the stragglers that blur the clean, sharp outline 
of your brows—only the hairs at the bridge of your 
nose and beneath the arch. Never tweeze above the 
arch, never pluck your evebrows into thin, unnatural 
lines, and never try to alter the arch. Nature knows 
best how to balance vour features and has provided 
you with the proper pattern. 


To MAKE YOUR TWEEZING PAINLESS, apply a bit of face 
cream to the brows before you begin. Then, holding 
the skin taut with one hand, use the tweezers to grasp 
the hair as near as possible to the root and pull the hair 
in the direction it is growing. Out it comes with little 
or no discomfort! 

If vour brows are a light blonde or a reddish shade, 
you may wish to darken them a bit with eyebrow 
pencil to give them more emphasis. Using very light, 
feathery strokes, darken the hairs of the brows. No 
straight crayony line, please, and avoid applying pencil 


| to the skin unless brows are too sparse. In this case, 


use featherlike strokes and soften the appearance by 
gently rubbing the sketched-in area with your fingertip. 

If you haven't long and luxurious eyelashes, you can 
encourage a good crop by brushing them regularly. 
Curling the lashes will also give them an illusion of 
length—and, if you wear glasses, this will help prevent 
the irritation caused by lash tips brushing against the 
lenses. 


Now THAT HOLIDAY TIME and party time are here, 
you may wish to use a bit of eye shadow and mas- 
cara for evening wear. On the whole, these cosmetics 
are not in good taste for office wear, however, and 
should be used with discretion at all times. Eve make- 
up must be subtle. If it is the least bit obvious, it 
defeats its purpose and creates a harsh, artificial look. 
Yet, a mere touch of make-up, skillfully applied, can 
do much to intensify the beauty of your eyes. 

First, for eye shadow—this must be just the softest 
whisper of a suggestion of color for your lids. Choose a 
color that harmonizes with your costume. Apply a wee 
bit of color, starting from the center of the lid just 
above the lashes and blending to the corner and up 
and out to nothingness toward the temple. The deepest 
suggestion of color should be along the edge of the lid, 
fading off softly. 

Many girls who do not wish to use colored eye 
shadow like to apply one of the colorless varieties. 
These merely add sheen to the lids. 

After using colored eve shadow, take your powder 
puff and press it lightly over your lids. This sets your 
eve shadow and also acts as a good base for the appli- 
cation of mascara. 


Now For MAscARA, to darken your lashes. Even the 
darkest lashes have light tips; so, when mascara is 
applied, they seem longer and fuller. But let us caution 
against overdone, beady, blobby lashes. You can avoid 
this look if you do not get too much water on you 
brush, for a soggy brush picks up too much mascara. 
Wet your brush with just a few drops of warm water 
and rub briskly over the cake. Then brush mascara 
from the roots of the upper lashes to the tips, using an 
upward and outward stroke. Brush lightly on lower 
lashes, a little more heavily toward the corners. Then 
rinse your brush, shake it dry, and go over your lashes 
again, with the clean brush, to remove any excess 
mascara and to prevent the lashes from. sticking 
together. 

You'll be delighted with the added intensity these 
cosmetics give your eyes. When you arrive at the 
Christmas dance, there will be stars in your eyes as 
well as in the decorations! 
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215 Pattern Dept., 243 West 17 Street, New York 11, N.Y. 




































































1859-—Smart jerkin set and a perky blouse to give your 
a winter pick-up. Blouse has two sleeve 
Size-13 jerkin and skirt takes 3 yards 
blouse needs 2 yards 35-inch fabric, 


\ wardrobe 
ver-ions. Sizes 11 to 17. 
39-inch fabric; *4-sleeved 


1505-—Whip up a couple of easy-to-sew weskits to multiply your 
outfits inexpensively and smartly. Sizes 12 to 20; 30 to 42. Size 
16 takes 1%4 yards of 35-inch nap fabric for double-breasted style: 
l yard of 54-inch for tab-shoulder style. 


9380—Fabric-saver skirt with perky back yoke and hip flaps. It’s 
asy to make is!’ Waist size. 24, 25, 26, 28 inches. 
Each size nee¢ vard of 54-inch fabric. 


no side sean 


ls only ] 


\ 1550—-A double-duty dress: remove the dickey and you're ready 
\ for your after-office date. Misses s izes 12 to 20. Size 16 takes 4's 
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SHOPPING 





NHRISTMAS is such a wondertul 
C., season, each year I love it 

and more. You find yourself 
Christmas carols as you walk down the 
street, and everbody seems busy plan- 


more 


humming 


ing happy surprises for someone special. 
Fran, my roommate, came in beaming the 
ther night with a most mysterious pack- 
ge under her arm—the only one yet that 
she hasn't opened to show me. Guess I'd 
really better get busy with my Christmas 
Good 


doesn’t come until the 


thing Christmas 
end ot December, 
for 1 keep finding last-minute gift sug- 


shopping, too. 


gestions every day. Ive included several 


f these among our shopping tips. 


Waistline Interest. 
some right in line with fashion’s focus 
on belts. And the blessing of both these 
stvles is that they are adjustable, so vou 
needn't know the exact waist size The 
evelet leather belt is strikingly attractive, 


Here’s a gay two- 


with its double row 


f gold metal eyelets 
ind a gold clasp. It comes in red, green, 
x black and costs $5. The gold chain 
belt, with its handsome heraldic symbol 
leather disc, $2.95 and 
omes with a white, black, or navy leather 
disc. Both can be ordered from Hilda 
Kassel, 9 East 46th Street, New York 17. 


set on a costs 


Perfumed Earrings. That's right—Tussy 


has come out with a perfume ensemble 
that includes a set of attractive five- 


pointed — star decorated — with 


stones in the center and 


earrings 
between each 
point. The earrings have a space in the 
back into which you can tuck a bit of 
cotton saturated with perfume. To start 
vou off, a dram vial of Tussy’s Midnight 
Perfume is included. The price is $3.50, 
plus tax, 


Perfume to Tote. Prettily packaged and 


pretty to sniff is Gourielli’s Moonlight 
Mist Perfumette. This is a purse con- 
tainer of Moonlight Mist — a_ blithe, 


springlike fragrance that echoes lilies of 
the valley and jasmine. The container 
itself has a gold top crowned with blue 
brilliants. Price is $3, plus tax. 


Mad Money Case. Pretty as it is prac- 
tical is this plastic coin case set with 
rhinestones that comes in an attractive 
floral design. It holds up to $3.66 in coins 
and segregates them neatly to end your 
days of digging for the fare while the 
bus driver makes nasty remarks. The case 
makes a lovely gift for its price of $2.40 
(including Federal tax). It will be sent 





postpaid by Marietta Larsen Company, 
724 Fifth Avenue, New York 19. It is 


available in black as well as clear plastic. 


Pretty Pearl Dangles. If you like the 
softness of pearls and the fun of dangles 
Or know someone who does—you'll be 


enthusiastic about thes« gay pearl charm 


bracelets. Wear them = singly, in pairs, 
or all three at once: (a) Caged Pearl 
Dangle, b } Basket of Je we ls, Cc) Bird 


in Cage. Price is $1.20 each, including 





tax, and they can be ordered from Muriel 
Duncan, Haddon Heights, New Jersey. 
Postpaid. 
Personalize Your Gifts. If you're the 
clever type who is making some of her 
own Christmas gifts, you may be _ in- 
terested in stitching your own label on 
to them. When you finish that sweater, 
just add a label reading, “Hand-Made By 
Jane Doe” (or whatever your name is), 
to make it look really professional. Two 
other styles are available — “Hand-Sewn 
By” and “From the Needles Of.” Price: 
$1 for 10, $2 for 25, $3 for 50, postpaid. 
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They can be ordered from Designs Pub- 
lishing Corp., Dept. TS, 211 East 37 
Street, New York 16. You'll want to sew 
these labels in your ownemade clothes too, 


Fragrant Christmas Tree. Harriet Hub- 
bard Ayer comes up with a cutie for your 
Christmas list—a Custom Cologne Stick 
disguised as a turquoise foil Christmas 





tree. The stick comes in any of the four 
Custom fragrances—Woodsy, Floral, Ex- 
otic, or Tailored—and costs $1, plus tax. 


For Gentlemen Travelers. “One for the 
Road,” Courtley men’s travel kit will be 
really appreciated by your men who 
travel or who are in the Service. The 
smart plastic case contains Courtley Men’s 
Cologne, Antiseptic Deodorant Body 
Powder—both in plastic containers—plus 
a Stim-Stick after-shave stick and a tube 
of brushless Shave Cream, $3.75, plus 70 
cents tax. (Continued on page 223) 
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Christmas Giving 


by Glentex 
82.00 








Stunning double purpose gift of versatile 
colored scarfs in a handsome embossed 
lucite container with a gift card. Add 20¢ 
postage on mail orders. 


5th Ave. at 37th St., N. Y. City 











Here's What You DON'T Learn in School! 


Yes, here it is, girls: “101 Office Short Cuts” 
—the most rollicking, comprehensive reading 
ever compiled for she modern secretary. Clever- 
ly illustrated by secretary-author Magi Maxwell, 
the book is studded with wondrous ideas 
gleaned from a Jong career in New York adver- 
tising, general office, and newspaper fields. 50¢ 
Real New Books, Box 1432, GPO, N. Y. I, N. Y. 

















For All Your 
CAT-OWNING FRIENDS 
The Perfect Gift Is— 
Cats Magazine 
7 


Stories, Poems, Pictures, Articles, 
News—All About All Kinds of Cats— 
o 


Send only $3.00 for each one-year 
subscription (Samples, 25¢) 








Cats @ \1-K House Bidg. @ Pittsburgh 22, Pa. 
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Bust About Shorthand 














WORD 
SEBASTIAN BACH. It 


curiosity leads you to read these 


ABOUT JOHANN 


youl 


lines, Pl wager you wonder why 
anyone would want to write about 
Johann Sebastian Bach in an article 
on shorthand. There is an excellent 
reason. If you will but follow the 
example of his lite—if you will be- 
stow upon your shorthand (on any- 
thing that you do, for that matter 

the same love and care and industry 
that Bach bestowed upon his music: 
if you will practice shorthand on 
the same unswerving principles that 


Bach adhered to throughout his 
career—you can write your own 
ticket to success! 

LEAVING out the element of his 


genius, what were those principles? 
Simply, accomplishment for its own 
sake — thoroughness — hard work 
perseverance—continual learning. 

It's all in the way we look at 
life. To me, there is only one way 
to learn anything, and that is 
thoroughly — ever persevering to 
master it. At times you will become 
discouraged, certainly; but never 
give up, for you must realize that 
discouragement is as necessary a 
part of mastering anything as the 
thing itself. 

I think that the true artist is the 
one who best “knows how.” ( And, 
of all the world’s musicians Bach 
perhaps knew his art best.) The 
insincere and the faker—and they 
are in every profession—often seem 
to thrive, particularly in the arts. 
But there is no substitute for hard 
work and intelligent application if 
vou want to attain a real mastery of 
any skill that you may undertake. 


THE LIFE AND ACHIEVEMENTS of 
Johann Sebastian Bach are some- 
thing for us all to admire and 
emulate. He wrote his music for its 
own sake and for no other reason 
whatsoever. Not for fame, not for 
gain, not for anything except the 
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By J. ROMAGNA 
Official Re porter of The White House 


satistaction in his own mind that 
what he was writing was his very 
best—written first to serve God, and 
then for the pleasure of anybody 


who cared to listen. 


| realize that shorthand is a 
medium more modest than music: 
but this art of yours and mine 


should, like music, be practiced as 
a labor of love—as a personal ac- 
complishment—purely for its own 
sake and because we want to write 
shorthand as fast and as accurately 
as possible, with beautifully fluent 


If it 


enables us to 


outlines. earn 
our living—why, so much the bet- 
ter; and, of 
course, we 
know it will. 


Bach brought 
to its highest 
and most 
beautiful cul- 
mination the 
writing of 
polyphonic music. He was master 
of counterpoint and tugue. No one 
has ever surpassed him in this art, 
in beauty of melody, depth of spir- 
itual feeling, perfection of 
technique. 





and 


Because of his sincere and deeply 
religious mind, a gentle melancholy 
tinges all his music, even the lively 
dances—that intangible melancholy 
of the church that we sense when 
we are there. The feeling in his 
music is so universal, so real, and 
speaks of God so wonderfully that 
it brings Him to us intimately if 
only we will listen. 

As Albert Schweitzer, the phi- 
losopher and lover of Bach has 
said, ‘Whoever has once felt this 
wonderful tranquility has compre- 
hended the mysterious spirit that 
has here expressed all it knew and 
felt of life in the secret language of 
tone, and will render Bach the 
thanks we render only to the great 
souls to whom it is given to recon- 
cile men with life and bring them 
peace.” 
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BACH, WHO LIVED IN GERMANY, knew 
that his style of music was no longer 
popular, that Italian opera was 
what people wanted to hear; but 
evidently it never worried him, for 
he wrote something good nearh 
every day of his life. In his sixty- 
five years (from 1685 to 1750), he 
found time to compose a hundred 
and twenty volumes of music for 
the organ, the harpsichord (fore- 
runner of the piano), violin, voice, 
orchestra, flute, and every 
known instrument of his day. Forty- 
five of 
twenty 


oboe 


these one hundred and 
volumes are still extant. 


His KNOWLEDGE O1 
complete that Bach could (and 
often did) sit down at the harp- 
sichord and devise, on the spot, a 
six-part fugue and keep the voices 
going in infinite for an 
hour or more. He found time to be- 


NMIUSIC Was SO 


variation 


come the most renowned organist of 
his time, and its most brilliant harp- 
sichordist as well. 

He also plaved the violin in the 


town orchestra, and became con- 


ductor: he designed and _ tuned 
organs, harpsichords, and clavi- 
chords; invented two or three 


instruments: brought 
twenty children and, in addition to 
his regular pupils, taught each of 
them music. Three of his sons be- 
came world famous just by follow- 
ing the principles of their father 
all their life. 

Yet, in all these things, Bach was 
humble and modest. You are sure 
of this when you read the letters. 
now published, in which he trys to 
secure posts for himself in various 
churches or with the princes of 
the time who emploved cout 
musicians. 


musical 


YES, THESE ARE THE THINGS that just 
one man did with perfect artistry 
and complete self-effacement. 
Therefore, we who are only short- 
hand writers should surely be able 
to find time to take out pen and 
paper and get busier than ever on 
our practice, so that through per- 
severance we can master our art. 
Of course Bach was a genius and we 
are not. Still, we can model our 
living along his lines and do our 
work his wav and according to his 


fine standards. If we do this, there) 


is no reason why we cannot also 
very quickly top our profession. 
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7 ES, YOU can make these dec- 
y orations on your typewriter. 
It’s fun to make them. All it takes 
is patience, a little ingenuity, and 
a real affection for “plaving” on a 
typewriter. They are worth trying 
vour hand on, too, for “artyped” 
letters and figures make almost any- 
look: SO, 
knowing how to make them is a 
real asset when it comes to decorat- 
ing vour office bulletin boards, the 
staff announcements, and the kind 
of copy vou have to type for this 
month's Junior OAT Test. 


one stop for a second 


THE DISPLAY HEADING is made en- 
tirely of diagonals and underscores. 
In the words The and Touch, each 
letter is 14 spaces wide, with the 
up-and-down parts of the letters 
made by typing pairs of diagonals 
two spaces apart. The horizontal 
parts of the letters are a full line 
wide—that is, the underscores are 
a full line apart. 

The word Christmasy was typed 
in the same way, except that the 
diagonals and underscores were all 
filled in, to get a “rope” or garland 
effect. The capital-C is eleven lines 
high, and all letters are three diag- 
onals wide. 

You won't be able to tvpe the 
three words on one sheet of paper, 
however; you can get Christmasy 
on a 13-inch piece of paper if vou 
have an oversized carriage; The 
and Touch each fit an 11-inch sheet. 


Tue star, candle, and the small tree 
(page 208) can be made on the 
typewriter without any special 
tricks other than the use of half- 
spacing to keep the lines close. 





To half-space, adjust the paper 
by using the variable spacer (in 
the left cylinder knob), and fill in 
the space between the single-spaced 
lines of characters. When you have 
typed a row of ms, for example, 
engage the variable and turn the 
roll down carefully until the tops of 
the letters disappear under the line 
scale; then release the variable, 
type the fill-in line, and return the 
carriage for the next regular single- 
space line. That new line of m’s 
will fit in snugly. 





The star is made of a capital-A 
over a small v, with three hyphens 
on each side and half-spaced apos- 
trophes above and below. Small m’s, 
struck over small w’s, were used in 
the candle, small x’s, in the tree. 


THE WREATH, deer’s-head, and large 
Christmas-tree designs were made 
by a trick that few typists know— 
cut-out carbon. 

You trace whatever design you 
want, on the back of a sheet of 


carbon paper; then you “scissor” 





JUNIOR O.A.T. 


INSTRUCTIONS: Use single space in typing the 


moron 
PEST 
A 


following suggestions made by Better Homes and 


Gardens magazine if you feel that you can display the material more attractively in that way. Be sure 


that your type is clean and clear, 
is optional, 


Some Christmas “Do’s” and 
“Don'ts” 


It was Christmas, 1846, when 
Joseph Cundall, a London artist, 
made the first Christmas card. 
Since then, a lot of rules have 
grown up to guide card senders. 
Here are some ‘“‘do’s” and “don’ts” 
for card sending: 


co: 


... Write the name of each fam- 
ily member when you address or 
sign a family card. Or simply 
write, “The Gilmans.” 

. . . make your signature suit 
the card. For an informal one, 
your signature can be informal, 
too: “John and Mary Smith” or 
simply “John and Mary.” 

... send a gay personal greeting 
to intimate friends. To casual ac- 
quaintances and business associ- 
ates, send a more reserved card. 
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and watch your margins. An “‘artyped™ simple border or decoration 


. send card to business asso- 
ciate’s home, if you have the 
address. 

. . . include a friend’s wife or 
husband in the greeting, whether 
or not you know him or her. 

... place return on your envel- 
ope. Christmas is the time for re- 
newing old acquaintances — and 
bringing address books up to date. 


DON’T... 

... address or sign a card “Mr. 
and Mrs. Frank Gilman and fam- 
ily.” 

... send late Christmas cards. 
For those few that must be late, 
extend your wishes on a New 
Year’s greeting card. 

...+ feel that you must have ex- 
pensive printed or engraved cards. 
Handwritten signatures are ac- 
tually more personal. They show 
that you at least took time to 
write your name. 
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SENIOR O.A.T. TEST 


INSTRUCTIONS: Read over and correct the 50 errors in this Christmas sales letter before you try 
typing it. There is bad arrangement for you to improve, as well as misspellings, Strikeovers, incorrect 
punctuation, and factual errors for you to catch in preparing your copy for our examiners. Make your 
own letterhead, reading Yourstate College Student Industries Bakery Department, Yourtown, Anywhere 
A key to the 50 errors is given in the teacher's magazine, Business Education World, for this month. 
Tessie has some copies of the key, and she will send you ene if you send a stamped envelope addressed 
to vourself along with your test paper; write her co Today's Secretary, 16th Floor, 330 West 42nd 
Street, New York 36, New York. If you keep a carbon of the test specimen you submit, you can see 


how well it checks with the key when the key reaches you. Now, on with the search! 


YOURSTATE COLLEGE STUDENT INDUSTRIES 


Bakery Department, Yourtown 


Anywhere 
November 31, 1952 


Dear Christmasgiver: 


We can solve your Holiday shoping problem 
for you easilly and insure you a heartiest 
of welcomes for your gifts. 

And buytg from our kitchens will be 
easy on your buget, too. 


YOURSTATE FRUIT Cakes-- 
The Gift of Taste-- 
That's your answer 8 


These cakes are made and decorated by stud- 
ents of YOURSTAT COLLEGE--a rich pound-cake base 
containing high grade butter--full of cherrys, 
glassa fruits, and nuts. 


These make very delicious gifts, dilectibly 
packaged in attractive metel containers and deli- 
vered to your home or your friend's insured and 
postpayed. One pound (in oblong tins), --$4.00 
-- 2 lbs round tins), $2.25 a piece each. 


You halp train a boy or a girl, too, when 
vou buy from YOUSTATE COLLEGE STUDENT INDUStries. 


You will find the Order Bland we encl. 
@ quick and easey was to despach your Christmas 
buying. But your orders need not, of course be 
limitted to three. Just add on your own stati- 
nary the addresses of any others you are rememb- 
ering with a Yourstate parsel. 
Corjally yours, 





For the Santa Claus Committe 
P.s. We shall be glad to enc. your 
perssnal greeting Card. if you wish. 
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out your drawing. You place this 
cut-out sheets of 
paper, glossy side down, just as in 
normal use of carbon paper, and 
cover the entire area by typing row 
after row of some broad character. 
The character is reproduced on the 
second page only where there is 
carbon; so, you find your design on 


between two 


the second page. 

In the illustrations, the number 
sign (2) was used for the wreath 
and cut-out tree because the ¢-sign 
gives a prickly effect. For the deer’s 
head, the small m was used, to get 
a smooth, glossy effect. 

Some typists who are real fans of 
artistic make 
from different colors of | 
carbon paper and mount them 
together, like putting together a jig- 
saw puzzle. The results are spec- 
tacular—if care is taken in piecing 
together the bits of colored carbon. 


designing cut-outs 


Se\V eral 





THIS MONTH'S JUNIOR OAT is a “Na- 
tural” to carry a Christmasy touch, 
although applicants for the Junior 
OAT award are not required to 
decorate their work to qualify for 
the certificate. But an artyped cap- 
ital-/, in the word It in the first 
sentence, or a border design, or a 
Christmasy pattern in any margin 
area would add a holiday aspect. 

The Senior OAT (just about the 
toughest we've ever given you—but 
it’s fun to prepare!) does not lend 
itself to much decoration, unless 
you can figure out a way to type 
a design that will look like a fruit 
cake! Of course, you could put an 
asterisk box around “Yourstate Fruit 
Cakes—The Gift of Taste” -in the 
middle of the letter. You don't have 
to, though, to qualify for your 
Senior O AT membership. Just spot- 
ting the 50 errors and preparing a 
mailable copy of the letter is enough 
to warrant the certificate.—Alan C. 
Lloyd, Editor 





To obtain certificates or pins that in- 
dicate you can qualify on OAT tests, send 
a copy of your solution of the problem to 
the Gregg Awards Department, 330 W. 
42nd Street, New York 36, N. Y. The fee 
for certificates is 10 cents; for pins, 50 
cents. Attaining the Senior certificate or pin 
makes you a member of the international 
Order of Artistic Typists. 
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December Competent Typist Test 


(To compute speed, note the number indicated at the end of the last line you copied 


speed, divide total by number of minutes; or, to get net speed, subtract 10 


We 


We are excited about color. Waving our 
paintbrush and a handfull of color samples 
at you, we are telling you right here and 
now that your pride in your home and in 
your community, not to mention the value 
of your home and of your community, can 
be greatly increased by the deft use of 
color on the outside of your house. Just 
contrast a row of houses in slate gray with 
a row in which every house is a different 
color,and you’llseeataglance what wemean. 


Interior decorators have been known to ! 


disagree on many points, but they do meet 
on one common platform. They agree, to 
a man, that color is the cheapest and most 
effective way to change a dull or ugly room 


into one that is cheerful and easy to live 143 


in. The same set of tools, the same set of 


rules, can be applied as easily to the out- |» 


side of your house as to the inside. Whether 
you are building a brand-new home, or 
buying a place that is already standing, or 
simply wanting to give a new lift to your 


old home, the effective use of color is one 2 
of the most powerful single aids you can use. 212 


You may have known someone who 
bought up a simple, average house, rear- 
ranged it here and there, used a little talent 
with great effect, painted it over with the 


skill of an old master, and then sold it at 2 


a snug profit. That is fine, and we are all 
for it. But why not do the same thing for 
your home, even if you are not going to 
move? You thereby add to the value not 
only of your own bit of property but of 
the entire neighborhood as well. 


Maybe you feel no strong appeal in the . 
idea of beautifying your home for your own 318 
sake, but certainly your heart must skip a 3 
beat at the thought of making your house 33: 
worth more. One well-known example of 3 


wds 


S 


completely and add 1 for each additional 5 


for each error before dividing by number of minutes.) 


strokes typed. To get gross 


Words 


profit through color styling was the work 35 


of a decorator who was hired by a wise 359 


New York real estate firm. His job was to 36 
give the finishing touch to a group of brown- 376 
stone houses, in an ordinary community, 34 
that were just newly made into apartments. 393 


The color stylist painted all the houses 
black, then painted the cornices and trim 


a crisp white, and then painted every en- 4 


trance door a different bright color —yel- 
low or red or green or blue or purple. These 
same apartments bring very fancy rentals 
today; and the work of the stylist has made 
the address of these homes one of the most 
desirable in the city. Believe it or not, 
real estate values increased throughout the 
neighborhood. 


It is in the matter of big housing projects 
that color has proved most effective——and 


460 


478 


490) 
498 


yet has been often neglected. Block after 507 
block of the same houses, built to the same 515 


plan, all for the sake of economy. They are 


good buys for the average family because 533 


one can get more for his money in a builder’s 


house than he can if he attempts to build 55 
the same house himself. But there are cer- 55 
tain disadvantages to living in such a de- 5 
velopment, in spite of the dollar savings. 57 
The most depressing aspect to some home 5 


owners is the ‘“‘peas in a pod”’ look that 
makes their homes exactly the same as 
that of the neighbors. 


Here is where color comes to the rescue. 
The important role that it plays in the life 


50? 
SOO 


604 


612 


621 


of the residents of a town is in its gift of 630 


individuality. It can give each home a char- 
acter of its own. Yet, considered block by 
block, the colors of several homes can be 
blended so well that the average neighbor- 
hood would look drab indeed by comparison. 


639 
648 
656 
665 


re 
O40 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Adapted from an article entitled ““How’s Your Local Color?” published in the September, 1950, issue of The American Home 


210 


TODAY'S SECRETARY e December, 1952 





\ 








\ 


| 


rrereiim\t 


\ 





| 





. aneenauiiaioam at sean Practice 





507 


ome 


} 2a vd EE 


"es Fe a 
a Ce dade ste 
lc ate eo 
a a a - 





is the same as the C.T. Te 








oe b 
a oo eo \ ; aaaail i 10 


a = 3 a 7? e- ‘a Df 2 6 


Le a Cum ae 2 oie ae i ae 

tee — = OF a a **3 
. / . 

BoIrg WO. Kw oe Y. 70 


a ee a A, a 
P avestiited ee 27 Fe 103 
ae ERE” i din lia 
enim Ce Free, oO 19 
age OF ee ee J — 12h 
.~ 42 | i a 


(Wa G9 6 7140 


eg ee ae 


—. Cue a 


166 


we _» 2—176 


—p « p ige 


a. 2 oe 200 


209 


a, dine, BE 
Hoel Ji MO tet 2 
or 


{ 7a 1 ive your 
lend / 
rthand, Compute your rate on this word-counted material in the same way you do when typing 





CL Ee ae 2 303 
2 ce Fix 
SO 2 es A mare 
0 OP tp sae, I ey 
ee a a 


y 420 
Lad Se ae OY OF 


rey. a iF ouae 
a et ie 
pra OR ee: esata 
haan —_ ASX 71 


Cc “a es 481 


TODAY'S SECRETARY e December, 1952 211 











CO, 


BY ANNETTE ZWIRN 


ILLUSTRATED by 


bo 
Lo 


JOHN PETERSON 














Caen Me a de 


THIS MORNING #4 2— 9 - ns | 


a 


— 





— 4 ae 
/ 
) hd SC s) 
9 


- ) 
Cc i - ? ? 

~ a = - ow > &L ad rt 

, . Pid / 

aM SF ate S 


a 


TODAY’S SECRETARY e December, 1952. 











2» 


» 


al ~ 
ww 





woke up 





Y 


, 
y 
Yle A, That night 
a | 


ea ai 22 —_——_, 
ee a a 9 
: / Ys ’ x a—~ 
J 
2. . D € r r } es 
t Za 
jo oP JZ 
C2 a A 
Cy x ° ™ —— . 77> > ad 
7 at ———._ <—y, 4 
» “ 7 
a ian sea , 
; Cr a 
2 
te? ) ei 
Ud pOaS Seeey e Oh, what to 
— 
d0 now! —_ <— S r aa 4 
4 d 
4 o 7 Q- 
. — — — 
-—D / 
s “7 st a C oo fo —, 
Lo Pr 
° - ad ) e 
A, 7 9 C_, <7 N 7 = 
4 
A = ;) r ail 
- — sf a AW ; 7 —2w 
— , —_. ) ; 
. - 2 A y, 
~ 2 y \ wm oa os 
as 
va) —* a Zz - “ce a po J A 
vv oad 
| P 
, 4 
=~ — ( —) , ~~ - y / — 
PF, — = = ad — a 
ae 
30 Pe i. 2. ——s a 
— — )} —Y 
ea 
=> 9) 
- “2 C7 at —————— ———_s 7 
j a 
o 
Sed aoe ve 7 jum oo f , 
Ge “x 
2 alleles 
2 A -] a f . 7 9 C 
V a y) Jf . 2. 2 
D> a (ee ee... 4G  - ~ - 
: ae fe ¢ - ae 
Rl a A~— ga! 20 / ~ 
a — 
2 —_—, * Ane. > —— 
A 
2) / L ° rr ~ ii ° 
ai war’ , ae ae 4 Cc a 
tan ) 
—_— rw -Zv ea oe 
Cs : 
{? ) 
a + = — 77> et ee 


) 


oy? - g 
oe > cL ng P _ 
A a —, 
a 2 — ? F / 
| G@ AaA_— — _ > 
, - 
al \ 
of =< op AMS Fue 2 
Ps a wi ee Ca - = 
Pail Te 
Ps 4 ~ 
. -_ a ~ ie C20 
a ad ——, a 
Caz ‘i « — > J ss NS ry i 
Zz = 4 o ‘, ail rd a, 
eo ~ o~ @ a Y _ C - 2 
= " a 
4 — Q Z. a5 mH Ce 
- ) -_— 7 
ra] . C Lv - (2 rr. ‘ = 
og Pe 
e- 7? = e A 
+ ce 
| — pw—w> “ ai i a . o— 
(— ¢ ef 7 7 sea _ 7? 
a - 
) Paes 
b 3 + gon SD « | ie 
y ye 
A = -_~ 
J t eute —— — — — 
5 5 fe YU sa ON c O “2? 
—_— ’ n= ‘ pa wa” “i a 
° . ) 
Nothing seemed to go right . pe ae 
TA, 
=, a — ae —_—— Yd 
CO 7 ZO} 
—— 
: / \ je 
c Ga oa“ CL ‘ —— “3 
ae ee 


A ii ¢ —_—e 
a SL Oa A 4 
4 ae 
e) / 





J a . (44 
P—) (ie Ce 
PP — ——— L — = ——> 
Pt ) : 
alee ticeaila a a —r7D y , A 
- 
- — A ToT 2 
7~ / €, . to 


TODAY’S SECRETARY e December, 1952 213 





oT * oc 
F a. / _Y 
( a 4 : c yf oo -——> ys? 
Rat 
fmm — © “g7-. - 
ee ) 
I sf —_) a (_ — Ww 
~ 4 = oo 
ke - ened 
DP = 
C- , 





_ + 
1 CS «ey — a 9g J > al 
[ enemas Ss - 
a 
- ‘ ; ‘ 
a git f > ie a Y <e 
t- . = a q 5? uh 
: ae Oe te 
4 - 
Zo a ~F ~~ 7 = ‘ti 7 
, 7 
e » 
-) a) f— ; oF a : y 
¥ a, Cc s 7 i” pac ' jo 7 7 
f , . 
a L, 
= co — aa eo) ae 
4 “e 
, =, Yl 7 oa Cae, , L Gr = ee 7 
Jf —— fe — —— ) ao Oe) ae 
( 
uy ; i 
a) — > Dick turned slightly green 
Pe Z gy 4 a a o a TL 
A “2 - 
i “¢ “a 
= ay gee - L oo ™ ae eS 


° 


f —— i Pe 
= Y 


a 


(7 
y oT 
a A 
eal af —a =~ 2 OO 
( a 
er, — , ai 


— ee 


Fp er 





2 7 0 
, ee ee ae ee ae a ae 
yw 7) ™ ) 
— , te ft > eF f= oS, °c 
{ —_— 
——, —~- oO 9 er “ail 
oe “eH 


oe Y Co 4 
1) ’ si o 7 al — ae 6 -t 
- or 
4 AD? cy? o- To i SP? ye ‘ 
A ~ 
/ - 
ae = AhlO Yr yo at = vo) 
Y hd 
“a7 —7>" > We searched and pon- 
dered ; a” By deem inten A— IY 
Z "a Y ~~ / 
& Co & ay ° ae a Ps “2 a 
A 
- a 
ina Nnaieer pe , —_" is es oun ‘ 
‘ eS FT a —_._ Cea => 
- ar oS 
ja Poy ) an e af . "i 
ie oe 06 td 
—— c ~ CO — é “3 cc a 
* f 
Rr gr os er ae a 


a 
me SE 2 ee 
VE oe = 
4 P F. OC a“ 7 ae “ : =a = Pe 4 
2 fy) 2 * a A Z 
ro i —_ A c oe 4 — a 
i oF) 
G _ , a ef _ O4 ~ 
/ , - 
Co C a + 
— —S>— i, _Y he An . 
¢ 
Y we C a Q 


(Continued on page 220) 


TODAY’S SECRETARY e December, 1952 








on- 


~ 





Double-Duty Dictation 


by DR. A. E. KLEIN 
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DUTY ONE: To review the principles of Chapter IX of the Manual. 
“nacked 


given are not 


The letters 


,” but contain at least one example of every new alphabetic 
character and new principle presented in this chapter. For 


“packed” dictation, 


which is often used to help the student learn or master the principles being 


presented, 


DUTY TWO: 


see the author’s book, Graded Drills in Gregg Shorthand Simplified. 
Because no new principles are introduced in C hapter X, the remaining space this 
month is being devoted to a review of the various blends. 


To build speed in writing. Practice the preview words (the key 


to these shorthand forms is provided by the words in italics); then take the letters 


from dictation at 


“ 9 
average” words, 


Chapter IX Dear Mr. English: 
Mr. Greenberg, who is at present in 
Morristown, asked me to explain to 
® inability to attend the meet- 
ing of the Birmingham manufacturers. 

He wants me to represent our?® com- 
pany on this occasion. I have accord- 
ingly made arrangements to attend. 
Cordially, 


V ou his? 


Dear Mrs. Davenport:®® Due to a 
mistake in calculations, you were 
quoted a price on the rug you w anted 
that would result in*® a substantial 
loss to us. 

The figure given, Mr. Johnson 
based on the assumption that you de 
sired a cotton'®® loop rug, whereas we 
discovered your order calls for a cot- 
ton twist. — 

We hope you will approve our con- 
cluding! to deliver the better rug. It 
would have delayed things seriously to 
have waited for directions from you!+? 
on your return from New York City 
before shipping this rush order. Yours 
truly, 


Dear Mrs. 
29 you are 


Somerfield: January'"” 

invited to our private 
sale of suits and dresses to be held ij 
our Lexington'*® store. 

We assumed our customers would 
like to escape the February rush, so 
we have advanced the date of this? 
showing. Purchases made at this sale 
will not be due for payment until 
March. Sincerely, 


Dear Mr. Milford: We??° regret that 
you cannot sell us furnishings at better 
prices than those listed in your past 
correspondence. At**° the prices 
quoted by a furniture house in Dan- 
ville, the savings to us will be sub- 
tantial. Unless vou “60 seriously 
consider revising your present calcula- 
tions, we shall he forced to place our 
with this**® company. Yours 


can- 


orders 
truly, 


Dear Mr. Cunningham; Don’t you 
think it is foolish to pay rent when 
you can just as*° easily buy a home? 

We have recently constructed in 
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and faster rates. The word count is given 


every 20 


twenty houses that 
will interest*?° you. These houses, 
built on lots 40 feet by 100 feet, are 
all brick in construction, some Eng- 
lish in style and *4° some American. 
Come to Arlington Center, and we 
shall be glad to show them to you. 
yours truly, (358) , 


Arlington Center, 


Blends Dear Sir: Our general 
manager has referred to me your letter 
in regard to Mr. Burton Grant. 

We of*® Regent Company hold Mr. 
Grant in the highe ‘st esteem. He came 
to us straight from college. He had no 
experience,*° but he was recommended 
by many members of his college fac- 
ulty. We found him ready and will 
ing®® to tackle any job, no matter how 
hard. He has initiative and has many 
times demonstrated*® his usefulness to 
the company. He spent many hours 
working overtime, of his own accord, 
to make sure the!®® work in his depart- 
ment ran smoothly. He could a 
be depended on when we needed ; 
job done in a hurry.'?° 

We shall be sorry to lose Mr. 
However. his chances for advancement 
with us are limited. 


Grant. 


Because!?® of the diligent manner in 
which he performed his work, I can 
assure vou that, if you hire Mr. Grant, 
you! will never be sorry. Sincerely, 

Dear Sir: It was kind of you to 
send us so promptly the list of com- 
panies'*® desirous of obtaining infor- 
mation about our goods. You may rest 
assured that full details will be sent 
to?" these firms promptly. 

It might interest you to know that 
we received three orders as a result 
of the space devoted?” to our product 
in your magazine—orders from three 
firms to whom we had never sold 
For many months**® now, we 
have had definite ideas on advertising. 
Until recently, we have not devoted 
much thought?“ to them. I wonder if 
Mr. Gordon would call and discuss 
them with us. It is not urgent that he 
do so at?*® once, but any time he can 
spend with us in the near future will 
be appreciated. Yours truly, (298) 
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40th O G A CONTEST 


(Concluded from page 195) 





School teams are rated as follows: 


1. Percentage of papers submitted from 
shorthand students in class or classes eligi- 
ble to compete. 

2. Percentage of specimens qualitving 
tor OGA Membership. 

3. Percentage of specimens awarded 
Honorable Mention. 

4. One point additional credit will be 
given for each Honorable Mention, and 

ne-half point of additional credit will 
be given for each Junior student who 
qualifies for OGA Membership. 

The Contest Committee is composed 
of Anne G. Kovacs, Hubert A. Hagar, 
Robert E. Slaughter, and Florence Elaine 
Ulrich, Contest Chairman. 


General Instructions 


Before preparing individual and team 
papers, read these details. They are ini- 
portant to correct entry. 


1. The Contest copy on page 194 
must be used by all contestants. 

2. Any good penmanship paper. pret- 
erably ruled, may be used, 

3. Pen (preferably) or 
be used, except in the Teachers Division 
Either pen-written notes or a photo of 
blackboard notes must be submitted in 
the Teachers Contest Division. 

1. Write at the top of the paper your 
name and personal address. If you are 
a student, give the name and address of 
vour school also. State whether vou 
already hold an OGA award. If vou are 
a teacher, be sure so to state and to give 
the name of the school you teach in. 

If you are a reporter or office emplovee, 
give the name of the firm by whom you 
are employed and mark your Contest 
Copy “Stenographers Division.” 

5. Only one paper may be entered 
by any one contestant, but the Contest 
Copy may previously be practiced to de- 
velop contestant’s best stvle. 

6. Mail Contest entry to OGA Contest 
Committee, Topay’s Secretary, 330 
West 42 Street, New York 36. Postage 
must be paid at first-class rate. 

7. An OGA Contest Blank, properly 
filled out, must accompany School Con- 
test Clubs. Teachers can obtain this 
blank by sending their request to the 
OGA Contest Committee together with 
a stamped _ self-addressed 
(Teachers who are subscribing to this 
magazine will automatically receive an 
OGA Contest Entry Blank in January.) 

This Contest Blank is to be used in 
connection with School Clubs only. 

8. There is no fee charged for Con- 
test entry. 

9. If the entry is to be considered for 
the OGA Membership Certificate or Pin, 
as well as for the Contest, the paper 
should be addressed to the Membership 
Examiner, Topay’s Secretary, 330 West 
42 Street, New York 36. The usual fees 
for Membership application will be re- 
quired: 10¢ with tests submitted for 
certificates, except for the Superior Merit 


pencil mav 


envelope. 


216 


or the Attainment Certificates, which are 
50¢ each. Pin awards are 25¢ each. 

10. The Contest closes March 2, 1953, 
and papers that reach us on or before 
that date will be considered. (Contest- 
ants outside the United States have until 
March 16.) Results will be announced 
in the June issue of Topay’s Secretary. 
No report on the Contest will be made 
(except mailing of prize awards and 
certificate reports on Membership ap- 
plications) other than that in the June 
issue of this magazine. 

11. Ten or more students are required 
to constitute a team to be entered in 
anv of the School Divisions. Only one 
team may be entered by any one school, 
although the students of one or more 
teachers may combine their work into 
one club representing the school. Schools 
having fewer than ten students eligible 
mav enter them for individual student 
awards. All team entries are automatically 
entered in the Students Division. 

12. In order for us to rate school teams 
properly, teachers must state specifically 
which entries are from Junior students 
and which from Seniors. A Junior shall be 
i student in the first vear of a two-vear 
(or longer ) course or one who shall have 
had not more than five months’ instruc- 
tion in a private school or in an intensive 
one-vear course in high school or college. 

“Rev iew” 
must be entered as Seniors, regardless 
of the length of time thev have been in 
their present school. 


students or postgraduates 





Junior OGA Test 
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SENDING CHRISTMAS 
PACKAGES 


(Concluded from page 185) 





ONE SPECIAL REMINDER—if you are send- 
ing nothing but books in your package, 
a considerably lower rate applies. 
Books can go for only 8 cents for the 
first pound and 4 cents for each addi- 
tional 


pound--to all zones in the 


country. 


AND NOW For THE ADDITIONAL SERVICES 


that the post office provides for extra 
fees: For an extra 15 to 25 cents, 
your package will be given special 
handling—the speediest dispatch pos- 
sible short of special delivery. The 
special delivery fee ranges from 35 to 
60 cents, depending on the weight of 
the package (20 cents to 50 cents for 
first-class mail). 

It is wise to insure all important 
packages, whether their cash value is 
$2 or $200 (the maximum insurable 
value). Depending on the value, this 


insurance costs from 5 to 35 cents 


BUT SUPPOSE you wish to mail jewelry 
valued at more than the maximum 
$200, or an heirloom that you want to 
take every precaution to prevent being 
lost. In such cases, you can send your 
package by registered mail. Once reg- 
istered, it is recorded and signed for all 
along the way. 

To register the package, you must 
seal it securely (use glue, not Scotch 
or glazed tape) and must pay first-class 
postage plus the registration fee. Fo: 
a few cents more (7 cents on domestic 
mail) you can receive a return card 
signed by the person to whom it was 
delivered at destination. In case the 
stolen after de- 
livery, this card can serve as proof of 


package is lost or 
its safe arrival. 


BE SURE TO ADDRESS all packages clearly 
and completely, and always include 
your return address. It’s a good idea to 
put a duplicate address label inside the 
package, too, just in case the outer 
wrappings should be damaged. 


IF YOU ARE SENDING an extra-large or 
heavy package — one that exceeds 
mail limitations for size or weight—it 
can be sent by Railway Express, or by 
freight. But that’s a different story. 
Some last-minute gift may have to 
be sent by air parcel post or air ex- 
press, but these services are too ex- 
pensive to use frequently. Chances are 
that your package can go regular par- 
cel post. And it will travel safely that 
way if you wrap it securely and 
address it clearly. But be sure to 
mail it early to get that Christmas 
package to Aunt Millie on time! 





| 
| 
| 
| 
| 


= IC 


al 
a 


al 
of 





‘nd- 
ze, 
lies 

the 
ddi 
the 


IC} 
‘tra 
nts, 
cial 
)0S- 
The 
) to 
of 
fo 


ant 


ible 
this 


nts 


ing 
oul 
eg- 
all 


ust 
tech 
ass 
For 
stile 
ard 
Vas 
the 
de- 


' of 


rly 
ude 
i to 
the 
iter 


or 


eds 


by 


to 
ex- 
ex- 
are 
ar- 
hat 
ind 

to 
1as 


ee 


— Oil Industry Terms In pur 


Selected from Esso and Texaco technical vocabularies 


absorption 
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oniline 


ier“ 
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lubricating oils 


mani fold 
mel tin ont - 

s° we = 
mercurization test __ pF Y 3 
migration 
mineral oil — 
mother oil ry, 


motor gasoline __ 


—— 
motor oil er 
mud barrel vb 
P ee 
mud lubricator a 
- Y A 
> u— 
naptha 
natural gasoline “xu —_ 
Z 
2 
naturcl oil ol 
neutral oils Fd 
y~ 
odor test ~ r 
oil field 4 
) 
oil-line pump % < ra a 
oil sand A> c 
oil seporator <% 
oil shale ys 
oil well 4_— 


4 


overhead products 


TODAY'S SECRETARY e December, 


packer 
poroffin-asphalt petrol eum 


paraffin-base a z Cc 


pay-sand 6_ 


pentane C7 
percussion system cy» 

a J 
petrol atum Cc 


petroleum 

Lo 
(oP 
petroleum or ofa 


petroline A 


petroleum asphalt 
petroleum ether 


petroleum jelly 
petroleum naptha 


pipe-laying equipment 
pipe line 


poro sity 
pour point 


pour test 
precipitation test 


premium gasoline (Co 
pressure still Oe 


propane Cc 
proved territory an 


pump room (.~— 
pump station Cy 


~~ 


pumper C; 
quenching oil ay 
oC 


ae 3 ad JL 


= = 


reducing still — 


J > 
refinery (4 on 


a 


recovered oils 


rectifier 


redrilling - 
reduced fuel oil 3% 


refinery gos 
reflux condenser 


retroactive index iat 


regulor gasoline 


relief valve ra 2 


reservoir 


residue 
rg wi > 
nmgging vp — Z 
roily off eh FI 
rosin oil 

wey 


rotory system 


run-back 
run-down tanks 


i 


1952 


PITA 


Dy oso \—~_®™ viscosimeter 


Um 


sand pump 


safety valve Ze 


sei smograph 
separator slop 


shale oil 
shifting sands 


shipping cans lot 
shooting a well 


skimming plant Piet 
slop oil 


solidified petroleum 


solubility test A _ 
Ce 
sour oils aA Zz 


specific gravity 
Ps fe 
anil 


ce 


spudding 
steam distillation 


still # 
storage tank 


oy 
Pr 
sweating ie, ys 


swedge 


sweet crude ? reas eo 
sweetening i 
{~~ 


synthetic crude = 
synthetic gasoline _»/% 


tank station A 


tank steamer a 2 — 


tonker > 
a 


Sey 


tor still 


tor test 


thickened oils 


thieving a tank 


> — —’ 
A —— 


vacuum distillation 7 
vacuum still Po 

A) 

or y 

vopor testing apporaty We 2 G 


di 


viscosity mm ) 
viscosity distillate 


trunk lines 


valve 


vapor den sity 


volatilization test is _. Py 
walking beam 2 


wash Y 

water separotor Ve 
water-soluble oils ve 
wax distillote = ee 

well shooting ey 
wildcot well Fone 
work tanks = 


yield point test 


2G 





erry 








@ “sight-level™ 
convenience 


@ all-metal — 
one piece 


@ neat, clean 
eppearance 
The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy book 
without tipping. Made of heavy gauge steel 
with soft grey finish. Size, 7” wide, 9'4” high, 
@ base. So low in cost . . . you can afford 


one for every typist. 


ORDER NOW by moil if not available 
from your stationer. 


BANKERS BOX 


Mak 


COMPANY 


720 S Dearborn St Chicago 5, Illinois 








SPECIAL HOLIDAY RATES 





for Subscriptions to 
TODAY’S SECRETARY 
7 DS) 


One-year subscriptions (reg. $2.50) $2.00 
(your own or one gift) 


Two-year subscriptions (reg. $4.00) 3.50 
(or two 1-year gift orders) 


Three or more one-year subscriptions, 
each 1.75 


Three or more two-year orders, each 3.00 


Add 25¢ per subscription for Canadian or Foreign 
postage. 


A Christmas gift card will announce 

each gift. You have until January 31, 1953, 

to pay for them, but—send your order early' 
GIFT SUBSCRIPTION ORDER FORM 


TODAY’S SECRETARY 
330 West 42 Street, New York 36, N. Y. 


Enter the following subscription(s) to TODAY'S 
SECRETARY. 


Name 

Address 

City Zone State 
Name 

Address 


City Zone State 
(Append list of additional subscribers) 


Remittance enclosed $ Bill me $ 
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TESSIE ASKS EXPERTS 


(Continued from page 177) 





Tesste: Here’s another one for you, 
Mrs. Strony. An_ office worker in Ohio 
wants to know if we could help her 
locate an atlas that has the kev to the 
location of the cities listed on the same 
pages as the individual state maps. She 
says that all the personnel in her sales 
department have used their one 1944 
edition of the Rand McNally World Atlas 
so extensively that now it is actually fall- 
ing apart. They have put off buving the 
1952 edition because it does not have 
the indexes to the cities on the same 
page as the map itself, but in the back 
of the book, instead. 

She ends by saving that the whole 
department will be grateful if we can 
help them solve this problem. 

Strony: I can appreciate this lady's 
problem, Tessie, because I recently mad 
the same discovery. I would suggest that 
this firm place an ad in the paper to see 
if anyone has a 1944 edition of Rand Mc- 
Nally that isn’t quite as “beat up” as 
theirs. Someone might just happen to 
have one and would be willing to ex- 
change it for the 1952 edition. 

If that doesn’t work, they could try 
using the road maps issued by the various 
oil companies. Nearly all road m: aps show 
the cities on the same page as the map. 
If they are not too large for use in her 
department, these maps could be mounted 

| on art paper and then covered with cello- 
| phane to preserve them. I certainly hope 
that one of these suggestions will help. 


Tessie: Here is a legal question for Dr. 
Rosenberg. A secretary in Vermont writes 
as follows: “A co-worker of mine recently 
lost her purse on the wav to the office. 

| Because there were valuable papers in the 


purse, she put an advertisement in the pa- 





per offering a reward for its return. Some 
man found the purse and returned it, but 
| he was so nasty regarding the reward (he 


| insisted he be paid immediately, even 
though she had to borrow the money) 
that my friend hated to pay him. What I 
want to know is whether or not she was 
legally obligated to give this man the 
reward,” 

RosenBerc: Yes, Tessie, she was. An 
advertisement offering a reward for the 
return of a lost object is regarded as a 
general offer to the public at large. Ac- 
ceptance of this offer, by anyone, as 
indicated by the performance of the act, 
results in an enforceable 


contract. 


Tessie: ‘Here’s another one for vou, 
Dr. Rosenberg. A New York secretary 
| writes as follows: “I recently obtained 


1952 


employment as secretary to the manager 
of a manufacturing concern. He informed 
me that I automatically came under 
Social Security and that 1% per cent of 
my salary would be deducted weekly as 
my share of the payments to the fund. 
May I withdraw from this fund at any 
time? 

Rosenserc: No, Tessie, I’m afraid not. 
As long as this young lady is employed 
in work covered by the Act, she must be 
a member of the fund. You see, this is 
not a permissive law; it is a mandatory 
one. 





Tessie: Dr. Lloyd, a male secretary 
in Washington, D. ... complains that his 
friends tell him he looks as though he is 
about to fly when he types because his 
elbows stick out so far. Is there anything 
he can do to correct this? 

Lioyp: When I used to teach, Tessie, 
one of my students had this same prob- 
lem. We solved it by placing a light 
jacket over his shoulders without putting 
his arms through the sleeves. The weight 
of the jacket and his fear that the jacket 
would fall off helped to remind him to 
keep his elbows down. I think this sec- 
retary should try the same trick. 


Tessie: And then, a secretary from 
Nebraska writes us that she has a very 
bad habit of looking up frequently from 
her copy. Are there any drills she can 
practice to correct this habit? 

Lioyp: Yes, tell her to take any print- 
ed line and type it backwards—start with 
the period and end with the capital. She 
will find that typing a line like this will 
help her focus her eyes on the copy. 


Tesste: Mr. Swem, a newly employed 
secretary in Nebraska is not sure what 
she should do when she cannot transcribe 
her notes. She wonders if she should turn 
to an associate in the office, go at once 
to the dictator, or wait until the next 
dictation session to ask his help. 

Swe: I don’t see why she should 
trouble the dictator, Tessie, except as a 
last resort. It isn’t his outline that can’t 
be read. Every recourse should be ex- 
hausted by the secetary before bothering 
the dictator. But natually, if everything 
else fails, certainly the dictator should 
have the last word. We must remember, 
though, not to be too free with our boss’s 
time before we exhaust our own. 


Tessie: And now, since I still have 
some last-minute Christmas shopping to 
do, I'll stop asking questions and say 
meeting adjourned until January! 
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edition 
Gregg Shorthand Dictionary 
Simplified 
Purse-sized, silver-cloth bound. 
and as legible and useful 
as its “grown-up” counterpart. 
List, $2.50 


ra standard handbook for 
secretaries, sixth 
ym edition 
his by Hutchinson. The popular “last 






word” ... in the office or classroom. 
616 Pages. List, $3.00. 
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215 Pages. List, 96 cents. 
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IN TOY CANYON 


(Concluded from page 182) 


HIDE AND SEEK | 


(Concluded from page 214) | 





refashioning and combining, she turned out some 
dolls that were pure Castilian and a genuine TV hit. 

Concocting the Coldstream Guard required a similar 
bit of ingenuity. A West Point cadet doll became the 
foundation. A shako was pulled from a drum majorette. 
Trousers and a tunic were purloined in similar fashion, 
and a very right and proper Coldstream Guard was 
present and accounted for when the lights shone and 
the trumpets sounded that night. There was also a 
short-notice demand for a Christmas tree last July, 
and what a zany chase that was. All Shirley could 
scrape up was a mangy old pine-tree theatrical prop, 
but she made it serve very well after a quick “shampoo 
and set.” Easy enough to fill are requests for complete 
villages or dolls dressed in the authentic garb of a 
Dolly Madison or a Lillian Russell. Shirley has at her 
fingertips information on the scope and specialization 
of the nation’s major toy manufacturers. Combining 
the products of several manufacturers, she can produce 
at very short notice such toy wonders as a realistic 
traffic jam with honking horns, sputtering engines, and 
angry policemen. 


Nor ony has Shirley found the job for her, but she is 
quite convinced that the first professional goal of every 
business girl is to get into the kind of activity that 
makes her happiest. Shirley holds shorthand as a 
valuable skill and the key to any profession. 

Before Shirley entered Toy Guidance work, she tried 
her hand in fashion co-ordinating and fashion ad- 
vertising and made considerable progress. In fact, she 
thought she had found her career. Then she read about 
the work of the Toy Guidance Council and knew at 
once that Toy Guidance was the kind of work that 
she really wanted to do. 

“My job is the answer to every little girl's or boy's 
dream—new toys all year long,” Shirley smiled. For me, 
Christmas runs from December 25 of one year to 
December 25 of the next. Even Santa Claus can't 
beat that record!” 
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Simplest, fastest, MOST ECONOMICAL type cleaning fluid! 
Non-inflammable. Banishes lint and solid “goo.” Sturdy 
dauber eliminates spattering ... makes your boss realize 
you're the tops. Let your letters really SPARKLE... it’s so 
easy with CLAR-O-TYPE! 
BEFORE AFTER 
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COPYHOLDER 


(Continued from page 187) 





that he can say, “Send Number 16 
to Mr. Jones and Number 23 to 
Smith & Company.” 

Be sure to use a new, dark rib- 
bon when typing your models—to 
make them easier to read. Set up 
your models in pica (large) type, 
if you can; the bigger type is 
naturally easier for you to read, too. 
Even if you are using an elite ma- 
chine, set up your models on a pica 
machine if there is 
office. Remember, however, to use 
the same length of line of writing 


one in your 


that you will use on your elite 
machine. 
Write on the models whatever 


guides will be helpful—the margin 
settings; the tab-stop settings, if 
there is a table in the letter or if 
there is a tricky signature arrange- 
ment; the width of the top margin; 





Copyholders boost production 


and so on. If the letter requires your 
iuserting a name or figures in the 
body, indicate the “alarm signal” in 
color, so you are sure to spot the 
insertion, 


FoR A FINAL SUGGESTION, see how 
many efficiencies you can develop 
ior using your direct-view copy- 
holder. Learn the quick 1/-second 
trick of turning pages in the short- 
hand notebook. Learn how to con- 
trol the speed of the “down action” 
to pace it right for your work. Re- 
member to adjust the line guide at 
the bottom of the page of shorthand 
notes. 

Learn how to “scan ahead” below 
the line guide. Watch other typists; 
see how they make their copy- 
holders work for them. 

For, if you do learn how best to 
use your copyholder, it will increase 
your production ... your pay .. . 





and. especially, your comfort! 
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20°% FASTER FILING 


How to Make 
INVISI8Le 
Erasures 




















With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. | 


RUSH- 


~ fF YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 


er ne Ane ne ALTA: 
« 





senor se: 








The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 








with Oxford PENDAFLEX® 








ABOVE: No papers can 
without laborious search 
old style filing folders. 


BELOW: The 


filed 
through 


be 


PENDA- 


desired 


FLEX hanging folder is found in- 
stantly and papers filed in half the 
time! 





Oxford Filing Supply Co., Ine. 
126 Clinton Road, Garden City, N. Y 


*endaflex catalog a ame lealer 


make a TRIAL back) INSTAL 


who will 
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here today.: 





thanks to the new Remington 
KLECTRI-CONOMY 


No doubt about it. electricity makes the 








difference... helps reduce the “incoming” pile | 
’ 


in a jiffy because typing on the Electri-conomy — | 
is so much easier. faster, better! 
5 


Electric action adds a new z-i-n-g to 
your typing speed... assures easy-on-the-eyes 
uniformity of type impression... distinctive 
correspondence your boss will be proud to sign. 
And you'll find you're really “alive-at-five” 
because electricity does the work! 

Send for free color brochure describing the 
Electri-conomy, “Beauty and the Best” (RE 8321 
today. Address your requests to Room 2535 


315 Fourth Avenue. New York 10. N.Y. 


Memington. Phan 


THE FIRST NAME IN TYPEWRITERS 
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SHOPPING 


(Continued from page 205) 





| Messproof Pen. No more wiping or blot- 


ting is necessary when you fill Sheatter’s 


new fountain pen, The Snorkel. The 


} Snorkel is filled without dipping the pen 


point in the ink. A small tube that pushes 
yut from under the nib draws in ink with- 
uit wetting the nib or any outer part of 
the pen, and then is drawn up under the 
nib—no wiping or dripping, no waste of 
ink. The Snorkel available in nine 
nodels and prices start at $12.50, includ- 
ing tax. 


IS 


Scheduling Aid Desk Calendar. The 
iew Schedule-A-Date desk calendar is 
really something most secretaries have 


been longing for ever since there were 


secretaries. The reason is its Copy righted 
“future-date feature.” The left page for 
each a listing of future dates 
grouped by days, weeks, and months from 
the present date. Have you ever scheduled 


the 


day has 


wrong day when vour boss told vou 
he had to get a report out ten days from 
today? It’s easy to become confused with 
ordinary calendar, but all do 

Schedule-A-Date calendar to 
look under the list for ten days from to- 


in vou 


with 1s 


lav and there vou have the exact date 
| you want. The right page is free for all 
i your notes. Pad pages are a_ standard 





: 
| 
| 





34 x 6 inches, with holes spaced two 


inches apart for a side-opening stand. 





The complete stand and calendar pad are | 


$3.50, and pads can be ordered separately 

fit your present stand. Write to Sched- 
ile-A-Date Calendar Company, Dept. TS, 
310 East State Street, Ithaca 83, New 
York. (You'll find they make a mighty 
good Christmas gift for 3 our boss, too.) — 


Easy-to-Erase Paper. You won't need to 
dig up the paper or let it go with any 
messy corrections when you 
Ezerase, the new paper introduced by 
Millers Falls Paper Company. A new pat- 
ented surface does the trick. Now mis- 
takes in typing can be corrected by simply 


using a regular pencil eraser. The mis- 


erase on 


takes rub off easily, leaving no smudge 
or messy surface marking. To see for 
vourself just how easy it is, you can 
write to the company, Millers Falls Paper 
Company, Millers Falls, Massachusetts, 
‘or a free sample book showing all the 
Weights. 





Typewriter Shusher. A new typing pad, 
the Andal Typad, has been introduced 
by the Andrews-Alderfer Company. What 
we like best about it is the way it cuts 
down the clatter of your typew riter and 
holds the typewriter in place so that it 
doesn’t skid } time you 
shift the carriage. The pad is made with 
a sturdy fabric top on a layer of dense 
foam rubber. If your local supplier doesn’t 
carry the Andal Typad, write to the An- 
drews-Alderfer Company, Dept. TS, 1182 
Home Avenue, Akron 10, Ohio. 


sideways every 


Ends “Duplicating” Dilemmas. If 
vou've struggled through the typing of 
duplicator masters, you'll appreciate Kum- 
Kleen Correction Tape. All you do is 
tear off enough tape to cover the error, 
press it onto the reverse side of the master 
over the part to be corrected, and then 
type lightly on the face of the master. 
No more purple erasers, no more cray- 





<a 


oning or scraping. The Kum-Kleen Cor- 
rection Tape is manufactured by Avery 
Adhesive Label Corporation, Monrovia, 
California. 


“Write-On-It” Tape. Labelon Tape 
Company, Inc., has introduced a_pres- 
surersensitive plastic marking tape. And 
the amazing part of it is that writing is 
made to appear on the tape by the pres- 
sure of the writing instrument alone. An 
ordinary pencil or stylus will do. The 
writing is actually beneath a transparent 
plastic layer and is protected by this 





dust, dirt, oil, 
water, and chemicals. This means you 
have quick, easy-to-make labels that will 
stay clean—no need for Scotch tape or 
label covers. And their special adhesive 
back makes them suitable for labeling 
file file folders, ring binders 
bottles, and many other surfaces. Seeing 
is the best way of telling what the product 
is like, and the company is offering fre: 
samples of the tape on request. Just write 
to Labelon Tape Company, Inc., 450 At- 
lantic Avenue, Rochester 9, New York, 
for yours. 


layer against smudges, 


draw ers, 











pe yours in |995, Too, iF you'l just 
w ri Té On Company etrerhead) to my 
folks and Say you want me. My 
Tive-ounce weight is just right 
+ r | 


you !| Ne as happy with me 


as lu ty my 
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